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Chapter 1 - Getting Started
Welcome to MAERS 2.1!

In this chapter you will learn the following:

Section 1.0 - Manual conventions

Section 1.1 - Access to the MAERS database

Section 1.2 - The logical sequence of data entry

Section 1.3 - Various search functions and hyperlink short cuts

Section 1.0 - MAERS Manual Conventions

To follow along with this manual, text changes, colors, and symbols within the sections are
used to provide an alert to certain areas of instruction. Please use the below key as you go
through the manual.

= All fields in MAERS with a red arrow are required data entry fields and
must be completed before a record can be saved

1 —)p Red Numbered Arrows are used to point out instructional areas on an
image

Bold References to MAERS Screen names, Tab names or Data Fields are in
bold font

Bold Italics References to MAERS Buttons are in bold italic font

Italics Special notes or tips for data entry or processes are in italic font

“Quotes” Quotes are used on demonstration records

Yellow Highlights | Yellow Highlights are shown on an image to draw attention to
instructional areas

Underline Blue Blue hyperlinks are used to quickly navigate to other websites or
chapters/sections within this manual.

Underline Blue Blue hyperlinks in Arial-expanded font represent any link references
in MAERS

Section 1.1 - Access to MAERS

Requesting a MAERS User ID:

If you do not have a MAERS User Access ID, please go to the State of Michigan’s Adult
Education Website at www.michigan.gov/adulteducation to access the updated User Profile
Form. Fill out the form and follow the fax or mail instructions. Upon receipt and approval
of the form, you will then receive an email with your MAERS User Access ID and a
temporary password.

Requesting a MAERS User ID/Password Reset:
If you have forgotten your password or User ID to MAERS, please contact the MAERS Help
Desk at (313) 456 - 3200 or at maers@michworks.org.



http://www.michigan.gov/adulteducation
mailto:maers@michworks.org

Accessing MAERS:

If you already have your MAERS User Access ID and password, type the following address
into your URL Browser: http://services.michworks.org.

Please save this address to your favorites and/or on your desktop as a shortcut.

A sign in box will appear. Type in your MAERS User name and Password then click OK.
(Image 1.1a)

Connect to services.michworks.org |E| E|

1;" \L\

The server services.michworks.org at plsgl reguires a
username and password.

User name: |ﬂ jonesm v|
Password: | seasnnes |
[ ]remember my passwaord

L Ok J l Cancel

Image 1.1a

The very first time signing in, or at the beginning of a new program year, the system will
navigate directly to the Participant Search Criteria screen. (Image 1.1b)

MAE Rs Participants Provider Admin Reports Special Functions
Data Entry
Update MAERS Registration - Participant Search Criteria
Search by Last Name first:

= Last Name:
First Name:

Date of Birth: i

Submit
Image 1.1b

If data already has been entered into the system, the initial page that appears after logging
in is a System Notice page which provide links to important items that may need
monitoring, i.e. Missing Attendance Report orUpcoming System Exit Report.
Click on one of the links to update the needed information or bypass these System Notices
by clicking the tab needed at the top of the screen. To return to the System Notice screen



http://services.michworks.org/

at a later time, the Missing Attendance Report and Upcoming System EXxit
Report links can be found in the Special Functions tab. (Image 1.1c)

MAERS

Data Entry

| Participants | Provider Admin | Reports | FPRRET—

Missing Attendance Report
Upcoming System Exit Report

SYSTEM NOTICE:
Useful Links

Image 1.1c

Section 1.2 - Sequence of Activities

There is a specific sequence of data entry that is required which allows critical information

to work in other modules of MAERS.

1
2
3
4
5
6

Sequence of Activities

. Instructors
. Locations

. Courses

. Class Setup
. Registration
. Pre Test

7. Class Enrollment

8. Monthly Attendance
9. Post Test

10. Program Exit

11. Follow Up

12. Roll Forward

Planned Gaps is also an activity however a Planned Gap can be entered
anytime betweena Participant’s Registration date and a Participant’s
Program Exit Date.

e Instructors, Locations, and Courses must be entered first in order to be able to
create the Class Setups. The Instructor, Location, and Course records created allow
the Class Setup functions to work. Refer to Chapter 2; Class Functions. Once
Instructors, Locations, Courses and Classes are created, use the Class Copy functions
to copy these records into the next Program Year. Refer to Chapter 4; Class Copy

Functions.



e After the Classes are setup, Registrations and Pre-Test Assessments need to be
entered. Refer to Chapter 3, Participant Functions; Section 3.1 and Section 3.2 for
Registrations and Assessment instructions.

e (lass Enrollments can only be done after the Pre-Test Assessment is entered. The
Pre-Test indicates the lowest Educational Functioning Level of the Participant which
provides information of which classes the Participant should be enrolled. Refer to
Chapter 3, Participant Functions; Section 3.3 for Class Enrollments.

e Attendance is done on a monthly basis. Refer to Chapter 3, Participant Functions;
Section 3.4 for Monthly Attendance.

e Planned Gaps are entered as a holding place any time after the Registration Date and
before the Program Exit Date. Refer to Chapter 3, Participant Functions; Section 3.6
for Planned Gaps.

e The Post-Test is entered which determines the Participant’s Educational Gain. Refer
to Chapter 3, Participant Functions; Section 3.7 for Post-Test Assessments.

e The Program Exit data is entered after the Participant has exited their classes and is
now exiting the program. Refer to Chapter 3, Participant Functions; Section 3.8 for
Program Exits.

e Follow Up on performance measured cohorts can only be done once a Participant
has exited the program. Refer to Chapter 3, Participant Functions; Section 3.9 for
the Follow Up requirements.

e C(lass Copy functions is a tool used to set up class functions for the next program
year. Refer to Chapter 4, Class Copy Functions.

Section 1.3 - Search Tools and Navigation Links

Throughout MAERS 2.1, there are numerous links and tools provided to assist in quickly
navigating to other screens and to narrow a search for specific data.



Navigation Links -

4

\

1 2 Enter/Update Class Enroliments by Group
\ \ yi
\C::: CINa:s N\structor Term Location / Begin Cut Off End Capacity  Open PY
: Gy AURA LEARNING S
GED 300 NL S SEMeser CENTER 01/24/2011 | 06/01/2011 | 06/30/2011 15 3 201
MARY Winter . 2011
Room No: 1A
Admit After Start? Instructional Area Instructional Setting Schedule Provider
Monday: 06:00 PM || to || 09:00 PM
Yes Classroom / Distance Education AURA LEARNING
Wednesday: || 06:00 PM || to || 09:00 PM

5 = Class Attendance by Group

Participant Local

Name Birth Stud. # Reg. Classes | Sched. Enroliment Class Delete?
v ] Date = Date Taken Hrs Date Exit Date ?

1 el 2 08/19/1981 | ALC-R00032 02/03/2011 | 2 260 02/03/2011 _ij ._-a Ol
FREDERICK Delete?
2 | GERKIN, GREG 03/14/1956 | ALC-R00007 10/12/2010 | 2 248 01/24/2011 _“:] _‘ﬁ D|:(| "
elete?

Hf.‘"“(“' 02/02/1982 | ALC-R00034 | 01/20/2011 | 1 140 01/27/2011 S| | O
VEiEE Delete?

Image 1.3a

The above screen shot is just one example of the various hyperlinks provided to assist in
moving through the MAERS system. Blue text in the body of any screen is a hyperlink.
Holding the mouse pointer over the blue text will display the hyperlink line. Clicking on the
hyperlink will then navigate to the corresponding screen. (Image 1.3a)

In this screen example:
Class Name — the “GED” link will navigate the User to the Update Class
Information screen for this Class

Instructor — the “Mary Miller” link will navigate the User to Mary’s Instructor
record in the Update Instructor Information screen

Location — the “Aura Learning Center” link will navigate the User to Aura’s
Location record in the Update Location screen

Participant Name - Based on what screen is displayed, the Participant Name
link can navigate to different screens:

Using the Participant Name link in Class Enrollments by Group will
navigate the User to the Enter/Update Participant Class Enrollments

1.

2.

screen

Using the Participant Name link in Class Attendance by Group will
navigate the User to the Enter/Update Single Participant Attendance

screen

Using the Participant Name link in the Header will navigate the User
to the Update MAERS Registration screen for this Participant

5. Attendance by Group — the “Class Attendance by Group” link will navigate
the User to the Enter/Update Class Attendance by Group screen




Navigation Tools -

« Prev Tab

Update

Registered By

Registration Provider

PROVIDER ADMIN | AURA LEARNING (Code: TODOZ)

Reset Form

Enter/lUpdate Assessment

Cancel

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals I Funding Other
.t
Select ALL funding sources as applicable. \ | /
Prog. Year Fiscal Agent Provider Selected? 1
2mz Aura 50 Federal - EL Civics O
2mz Aura 50 Federal - General Instruction
2mz Awura 5D State School Aid - Section 107
2z BEAL CIMy 3D COther |
212 BEAL CITY SD State School Aid - Section 107 | []
If "Other” funding, pleaze specify: |

Next Tab »

Image 1.3b

In this screen example: (Image 1.3b)
Mouseover - Simply place the mouse or cursor over any one of the tabs and the tab
will display
Next Tab - Navigates to the tab to the right of the current tab
Prev Tab - Navigates to the tab to the left of the current tab

1.

2.
3.

Search Result Tools -

Copy to clipboard Export to Excel

Show entries #——— 2 3
A‘ﬁomer D 2

Rowd#

21

22

23

24

25

26

a Name

SMITH, DEAN M

SMITH, DEAN

SMITH, DEAN W.

SMITH, DEAN E.

SMITH, DEAN E.

SMITH, DEAN A,

SMITH. DEAN JR. R.

SMITH, DEANA J.

SMITH, DEANA L.

SMITH, DEANA N.

Showing 21 to 30 of 72 entries

-~
w

Birth date 4 & Address
05/21/1988 SMIDE0521 :i?'ul jgt:‘zg"e"”e
09/04/1972 SMIDEOS04 éi::lg;;‘ i“l P
091091872 SMIDE0S0S l:;a;;na,h:ﬁt‘mzaa
0312211873 SMIDEO3Z2 _f;:‘ilpm‘:;’]?“
01/301973 SMIDEO130 ‘mit': .
05/18/1588 SMIDEO518 ;‘E;:SH:“;" o
06/2911972 SMIDEDEZS gﬁiﬂfﬁ'ﬁ:ﬂ%
10/08/1967 SMIDE1008 éiiiic')&'f:g;na
041071976 SMIDE0407 if;z;kuﬁd‘iswo
as1TIe80 SMIDEOSIT 15848 Springs Village Blvd

Export to PDF = Print

—

Taylor, Ml 48180

~
w

Phone

(231) 8720289

(269) 879-2068

(517) 442-4545

[724) 612-4258

(248) TET-E175

(588) 227-87028

(313) 434-5035

(312) 921-2849

(231) 8287577

(702) 750-4222

5 —— First Previous 1 2

t——seaen| ]

%+ In MAERS? :

w

No

Mo

No

Mo

Mo

Mo

Mo

Mo

No

4 5 Next Last

w

Image 1.3c
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The above screen is just one example of the various search tools provided to assist in
locating specific data. Dropdowns, ascending/descending arrows, search boxes, and page
numbers are used throughout the system to allow the user to filter the search results.
Export options are also available on certain screens. (Image 1.3c)

In this screen example:
1. ExportOptions -
e Copy to Clipboard - Exports the Search Results data to the Clipboard so
it can be pasted into software like Word
e Export to Excel - Exports the Search Results to a file that can be
imported into Excel
e Export to PDF - Exports the Search Results to a .PDF file
e Print - Formats the Search Results and launches the browser’s print
function
2. Show Entries - Displays a view of 10, 25, 50, or 100 rows on a page
3. Column Arrows - Allows the User to sort each column in alphabetical or numeric
ascending/descending order
4. Search Box - The information entered in the Search box will look across all of the
columns and match exactly on the text entered in the Search box
5. Page Navigation Buttons:
e First - Navigates to the first page of the Search Results screen
e Previous - Navigates to the previous page of the Search Results screen
e Page Numbers - Navigates to the specific page of the Search Results
screen
e Next - Navigates to the next page of the Search Results screen
e Last - Navigates to the last page of the Search Results screen

Participant Navigation Tools -

| Registration for: JIVES, JULIE ]
Reqistration
Assessments
Class Enrollments
Class Attendance
Planned Gaps

Progranm Exit

Follow Up

Print Registration
Yiew Participant History
Enter Tickler

Alternative Contacts

Image 1.3d

Registration m Class Enrollments |Class Attendance|Planned Gaps m Follow Up
Print Registration|View Participant History [Alternative Contacts| Enter Tickler — 2

11



Image 1.3e
1. Participant Navigational Bar - A drop down list located at the top of the Participant
data screens (Image 1.3d)
2. Footer Navigational Buttons - Buttons located at the bottom of Participant data
screens (Image 1.3€e)

Both the Navigational Bar and Footer Button tools have the same functions and can be used
to easily navigate between MAERS modules for an individual Participant. Once a search has
been done on a Participant, the Participant Navigational Bar at the top of the screen or the
Footer buttons at the bottom of the screen will allow you to stay within a Participant’s
record.

12
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Chapter 2 - Class Functions

In this chapter you will learn the following:
Section 2.0 - Where to find Class Functions
Section 2.1 - Class Function Search
Section 2.2 - Instructor Data Entry

Section 2.3 - Location Data Entry

Section 2.4 - Course Data Entry

Section 2.5 - Setting up Classes

Section 2.0 - Where to find Class Functions

Class functions are found on the Provider Admin tab. (Image 2.0a)

Participants Provider Admin Reports Special Functions

Insktrucktors

Locations

Courses

Class Setup

Copy to nexkt PY

Image 2.0a

Class Functions operate on the Adult Education Program Year of July 1st - June 30t whereas
a Participant’s Registration can span multiple program years.

Section 2.1 - Class Function Search

When selecting the Instructors, Locations and Courses function links, a Search
Criteria screen is displayed. (Image 2.1a)

Select Program Year and click on "Search’

= Program Year: |kl «

™~

1

= Provider Name/Code:
? — AURA LEARMING (Code: TOOOZ)

3 — Search

Image 2.1a

1. Select the Program Year from the dropdown list

14



2. Verify the Provider Name/Code belongs to the proper local program. If the name

displayed is incorrect, please contact the Office of Adult Education before entering
any data into MAERS.

3. Click on Search to view the search results

Section 2.2 - Instructor Data Entry

Click on the Instructors link within the Provider Admin tab. After a search is completed,
search results will show as follows:

Instructor Search Results

Program Year: Provider:
2012-2013 AURA LEARNING (Code: TOOO2)

Click on the 'Instructor’ column to update the existing Instructor record.

Show [ 10 % | entries

Search:
Rowi# Instructor Local Instructor No Instr. Areas Position Status
1. JOHMNS, JOHN TOD1 GED Unpaid Volunteer Active
-3 MILLER, MARY TO0Z ABE, HSD, GED Full Time Active
2. WALTERS, Wi LLIAI-.K TO02 ABE, ESL Fart Time Active
Showing 1to 3 of 3 entries 1

Add Instructor MNew Search

Image 2.2a

1. To view or update an existing Instructor record, click the Instructor Name link
from the Instructor column (Image 2.2a)

2. To create a new Instructor record, click on the Add Instructor button (Image 2.2a)

15




Update Instructor Information for PY 2012-2013

Program Year: Provider: Instructor ID:
2012-2013 AURA LEARNING (Code: TO002) | 1059354706
= Local Instructor Number: TO02 =*Highest Degree Completed: | Bachelors v
= First Name: MARY =7 Position Type: Full Time v
= Last Name: MILLER =* Instructional Experience: More than three years %
Middle Initial: =* Certification: TESOL Certification »
= Status: Active v License Number:
Record Created on: O07HGE/2012 10:48:52 AW Highly Qualified: OnNo OvYes
Record Last Updated on: 07/M16/2012 10:48:52 AM Tutoring Position: O No O Yes
Record Last Updated by: JOHMSOMS28

Select ALL Instructional Areas as applicable.
Adult Basic Education

Englizh as a Second Language
High School Diploma

= Instructional Area(s): ceD

(Note: One or MORE Instructional Areas may be selected) \Wark Based Praject Learner
Family Literacy Program

Workplace Literacy Program

OgoOooDE=EQIg=E

Program for the Homeless

1 ———  Update Reset Form Cancel

22— Submit and Create New

Delete

Image 2.2 b

All fields with a red arrow  are required data entry fields and must be completed. The
following is a description of the required fields (Image 2.2b):

>

YVVVYYVY

A\

Local Instructor Number -The local program assigns an ID number for the
Instructor. The number must be a unique and does not change.

First Name - Instructor’s full legal first name

Last Name - Instructor’s legal last name

Middle Initial - Instructor’s middle initial (optional)

Status - This is the Instructor’s current availability. Only active records can be used
to create Class Setup records.

Highest Degree Completed - Dropdown list includes No Degree, GED, High
School Diploma, Certificate, Associates, Bachelors, Masters, and Doctorate
Position Type - Dropdown list includes Full Time, Part Time, and Unpaid
Volunteer

Instructional Experience - Dropdown list includes Less than one year, One to
three years, and More than three years

Certification - Dropdown list includes No Certification, Adult Education
Certification, K-12 Certification, Special Education Certification, and TESOL
Certification

License Number - The Instructor’s Michigan Department of Education License
Number (optional)

Highly Qualified - Highly qualified is based on Michigan Department of Education
Guidelines (optional)

16



» Tutoring Position - The position provides tutoring services typically found at a
Literacy Council (optional)
» Instructional Area(s) - Select all Instructional Areas the Instructor is qualified to

teach
1. Click Submit to save a new record. Click Update to update an existing record
2. Click Submit and Create New to save a new or updated record. This clears the
screen so another new Instructor record can be added.

To copy an Instructor record from previous years, refer to Chapter 4; Class Copy Functions.

Section 2.3 - Location Data Entry

Click on the Location link within the Provider Admin tab. After a search is completed,
search results will show as follows:

Location Search Results

Program Year: Provider:
2012-2013 AURA LEARNING (Code: TOD02)

Click on the "Location’ col to update the existing Location record.

Copy to clipbeard Exportto Excel Exportto PDF @ Print

Show |10 | entries Search
Row# Location Primary Contact Contact Phone Mailing Address Status
111 Center .
L 5 e )
1. AURA LEARNING CENTER 1 JOHNS, JOHN (517) 5551212 Vo ST Inactive
2 AURA COMMUNITY CENTER 1 KIMMERS, Kl {989) 842-3333 11240 Swan Crask Active
Lansing, MI 48913
2. AURA HIGH SCHOOL 1 KLINE, KERRY {989 642.1111 HRAESLE ol Active
Lansing, M| 48913
Showing 1to 3 of 3 entries 1

2—> Add Location New Search

Image 2.3a

1. To view or update an existing Location record, click on the Location Name link

from the Location column (Image 2.3a)
2. To create a new Location record, click on the Add Location button (Image 2.3a)



Update Location for PY 2012-2013

Frogram Year: Frovidsr: Location ID:

2122013 AURA LEARNING [Code: TOD02) | 1078017234

= Location Name: AURA COMMUNITY CENTER 1

Primary Contact Fhysical Address
= First Name: KIM = Street Address 1: 11240 Swan Creek
= Last Name: KIMMERS Street Address 2
= Phone: (389) 642-3333 = City: Lansing
Fax: = State: MI = Zip: |48913
SEMail KKMMERS@AURA.COM = County A
Status Mailing Address
o Status: acive B Same as Physical Address m]
Street Address 1 11240 Swan Creek

Record Created on:

Record Last Updated on: Street Address 2

Record Last Updated by: City: Lansing

State: M1 Zip: 48913

1 ——p  Update Reset Form Cancel

3 ————fp  Submit and Create New

Delete

Image 2.3b

All fields with a red arrow ~ are required data entry fields and must be completed. The

following is a description of the required fields (Image 2.3b):
» Location Name - This is the local program assigned name for the Location. It must

be a unique name.

First Name - First name of the locations contact person

Last Name - Last name of the locations contact person

Phone - Phone number of the locations contact person

Fax - Fax number of the locations contact person (optional)

E-Mail - E-mail address of the locations contact person

Status - This is the Location’s current availability. Only active records can be used

to create Class Setup records.

Street Address 1 - The physical address of the Location to also include City, State

and Zip code

» Same as Physical Address - Check this box if the mailing and physical addresses
are the same. This will automatically prefill the Mailing Address with the Physical
Address.

» Street Address 1 - The mailing address of the Location to also include City, State
and Zip code

1. Click Submit to save a new record. Click Update to update an existing record

2. Click Save and Create New to save new or updated data, and to load an empty
screen to add another new Location record

YVVVVVYY

A\

To copy a Location record from previous years, refer to Chapter 4; Class Copy Function.

Section 2.4 - Course Data Entry

Click on the Course link within the Provider Admin tab. After a search is completed,
search results will show as follows:

18



Course Search Results

Program Year: Provider:
2012-213 AURA LEARNING (Code: TOO0Z)

Click on the "Course’ column to update the existing Course record.

Show entries Search:

Row# . Course Name = Course Number 2 Description o Status 2

1. ABE 101 Reading, Math and Writing Skills Active

2 ESL TUTORING 201 English Language Instructicn through EFL 4 Active

3. GED 301 GED Test Preparation Active

4. HSD \ 401 Science and Technology Active
Showing 1to 4 of 4 entries 1

2 —*® | Add Course New Search

Image 2.4a

1. To view or update an existing Course record, click on the Course Name link from
the Course Name column (Image 2.4a)
2. To create a new Course record, click on the Add Course button (Image 2.4a)

Update Course for PY 2012-2013

Program Year: Provider: Course ID:
20M2-2013 AURA LEARNING (Code: TOD0Z) | 1078017242

Course Information

= Course Name: GED
= Course Number: 301

GED Test Preparation

= Description:

Status

= Status:

Record Created on: 07M7/2012 08:08:10 AM
Record Last Updated on:  07M7/2012 08:08:10 AM

Record Last Updated by: JOHNSONS28

1 » Update Reset Form Cancel

2 ——  Submit and Create New

Delete

Image 2.4b

All fields with a red arrow ~ are required data entry fields and must be completed. The
following is a description of the required fields (Image 2.4b):
» Course Name - This is the local program assigned name for the Course. It must be
a unique name and identifies this specific course.
» Course Number - This is the local program assigned number for the Course

19



Description - Description of the curriculum to be used in a class

Status - This is the Course’s current availability. Only active records can be used to
create Class Setup records.

Click Submit to save a new record. Click Update to update an existing record.

Click Save and Create New to save new or updated data, and to load an empty
screen to add another new Course record

To copy a Course record from previous years, refer to Chapter 4; Class Copy Function.

Tip:

To ease data entry work, consolidate courses into one instructional area of ABE, ESL,
Fam. Lit,, GED, HSD, Homeless, WBPL, and Work Lit. A course does not need to be

created for each specific class. For example, a local program runs an ABE Math class
and an ABE English class. Only one ABE course needs to be created to attach to each
class. The ABE Course Description would be Reading, Math, Language for grades K -

s8]

Section 2.5 - Setting Up Classes

When selecting the Class Setup link, a Search Criteria screen is displayed. (Image 2.5a)

Select Program Year and click on 'Search’

=*Program Year: | 2012-2013 v | 4#————— 1

=* Provider Name/Code:
9 4 AURA LEARNING (Code: TO002)

To narrow your result set, you may also select an Instructor, Location, or Course:

Class Instructor: | Any Instructor i | ‘\
Class Location: | Any Location V| — 3

Course Name: | Any Course v| /”

4 ————  Search

Image 2.5a

Select the Program Year from the dropdown list

Verify the Provider Name/Code belongs to the proper local program. If the name
displayed is incorrect, please contact the Office of Adult Education before entering
any data into MAERS.

To narrow the search results, select an active record from one or more of the
available dropdown lists. To display all classes, leave the dropdown selections set to
Any.

Click on Search to view the search results

20



Click on the Class Setup link within the Provider Admin tab. After a search is
completed, search results will show as follows:

Class Search Results

Class Setup
Program Year: Provider:
2012-2013 AURA LEARNING (Code: TODOZ)

Click on the 'Class ID' column to update the existing Class record.

Show [10_ ] enties seach |

Class
Class . Number Schedule
# D Name- Instructor Location Enrolled Term
Class No Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
—ori=n ABE - MILLER, COMMUNITY Open
1. 1078017244 o0 ARy CENTER 1 o Entry/Exit * *
Room#: 28
ESL AURA
- — — TUTORING JOHNS, LEARNING Open
z loreotTIaE JOHN CENTER 1 e Entry/Exit "
20 Room#: 101
AURA
GED - WALTERS,  LEARNING Semester
7801725 - -
3 e oo WILLIAM CENTER 1 0 -Fall * x
Roomé#:
AURA
GED - MILLER. LEARNING Semester
o5
& ] 301 MARY CENTER 1 o - Winter * *
\ Room#: 14
1 . AURA HIGH
g HSD - WALTERS, Open
5. 1078017264 P, SCHOOL 1 0 e X X X X X
401 WILLIAM o Entry/Exit
Showing 1to 5 of & entries
2 = Add Class New Search

Image 2.5b

1. To view or update an existing Class record, click on the Class 1D link from the
Class ID column (Image 2.5b)
2. To create a new Class record, click on the Add Class button (Image 2.5b)



Update Class Information for PY 2012-2013

Program Year: Provider: Class ID:  Number Enrolled:
2012-2013 AURA LEARNING (Code: TO002) | 1078017255 | 0

Class Enrollments by Group
Class Attendance by Group

General Information Class Funding Class Schedule View Class Participants
= Course: 301-GED v = Instructor: MILLER, MARY v
= Capacity: 25 Instructor #2:
= Scheduled Hours: 120.00 Instructor #3:
= Instruction Method: Classroom / Distance Education v BeginDate:  [01/07/2013 [
= Instructional Area: GED v = End Date: 0B/0G/2013 [
- = Enrollment

=3 . v i

Term: Semester - Winter h Cut Off Date: 04/01/2013 j
= Status: Active v =’ Location: AURALEARNING CENTER 1 b
Record Created on: 07/17/2012 08:21:10 AM Room Number: 14

Record Last Updated on: 07M7/I2012 08:21:10 AM
Record Last Updated by: JOHNSONS28

5J
Reviewed and approved by for Program Year: 2012-2013

Update Reset Form Cancel

Save and Create New

Delete Copy within PY

Next Tab »

Image 2.5¢

The Class Setup screen is divided into four tabs. All four tabs are part of one record. Data
entered will remain on all tabs until either Submit, Update or Save and Create New is
clicked. Clicking on Cancel or the back button will not save the entered data. (Image 2.5c)

All fields with a red arrow — are required data entry fields and must be completed. The
following is a description of the required fields:

General Information tab:
» Course - The drop down list will show all active Course records that have been
created or copied from the previous year
Note:

e Ifany of the dropdown lists are empty, then create or copy the Instructor, Location, or
Course records needed. Refer to sections 2.2, 2.3, and 2.4 above. Also see Tip in section
2.4 regarding Courses.

Capacity - Number of seats available in the class

Schedule Hours - Number of hours the class is scheduled to meet for the term
Instructional Method - Dropdown list includes Classroom, Classroom/Distance
Education, Distance Education, Learning Lab, Learning Lab/Distance
Education, and Tutoring

» Instructional Area - The course of instruction taught within the class. Only one

Instructional Area can be selected.

» Term - Dropdown includes Quarter - Fall, Winter, Spring, and Summer; Open

Entry/Exit; Semester - Fall and Winter; Trimester - Fall, Winter, and

Spring/Summer

YV V V
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YV VY Y

Y VYV

Status - The availability of the Class. Only active records can be used for Class
Enrollments.

Instructor - The drop down list will show all active Instructor records that have
been created or copied from the previous year

Instructor #2 / #3 - Text field for other instructors that will assist in the class
(optional)

Begin Date - The first day of scheduled instruction for the class

End Date - The last day of scheduled instruction for the class

Enrollment Cut Off Date - The last day a Participant can enroll into the class
Location - The drop down list will show all active Location records that have been
created or copied from the previous year

Room Number - Room where the class is taking place (optional)

Reviewed and approved by - This is a conditionally required item. The record
must be reviewed and approved by your Program Administrator or designate if the
Class record has been set to an Active status. Reviewed and approved signifies the
Program Administrator has certified and approved the entry of this data.

Click on Next Tab or mouseover to move to the Class Funding tab.

Update Class Information for PY 2012-2013

Program Year: Provider: Class ID:  Number Enrolled:
2012-2013 AURA LEARNING (Code: TOO0Z) | 1078017259 | O

Class Enraliments by Group
Class Attendance by Group

General Infermation Class Funding Class Schedule View Class Participants

One or more funding source boxes below must be "checked" to save this record!

Select ALL Class funding sources as applicable.
Row #  Fiscal Agency Funding Source Amount Selected?
1 Aura 5D Federal - General Instruction (NO Jail Programs) | |0.00
2 Aura 5D Federal - EL Civics O
3 Aura 50 State School Aid - Section 107 0.00
BEAL CTY SO | State School Aid - Section 107 O
BEAL CTY SO | Other O

Update Reset Form Cancel

Save and Create New

Delete Copy within PY

« Prev Tab Next Tab »

Image 2.5d

Select all funding sources that will be used to fund this class. At this time enter a zero dollar

amount for the selected funding source(s). (Image 2.5d)

Click on Next Tab or mouseover to move to the Class Schedule tab.
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Update Class Information for PY 2012-2013

Program Year: Provider: Class ID: | Number Enrolled:
2012-2013 AURA LEARNING (Cede: TO00Z) | 1078017259 | 0

Class Enroliments by Group
Class Aftendance by Group

General Information Class Funding Class Schedule View Class Participants

| L |

Select Class Weekly schedule as applicable
Select Day StartTime = AM/PM End Time AMIPM
O] | sunday [l omom|[ ]| o Om
Wonday ®an Oru ®@an Oru
O |twessay [ | QanOru|[_ || Qam Oem
Wednesday @an Oru @ an Opm
O | Thursday |:| Oan Oru l:| Can Oru
O | Friday [ llomom|[ || CanCem
[ | saturday [ T omom| ]| CamOm
Select Flexible Schedule and specify the Weekly Hours
Select Vieek Hours
O |Fexscheaue [ |

Update Reset Form Cancel

Save and Create New

Delete Copy within PY

« Prev Tab Next Tab »

Image 2.5e

Select one or more days of the week and the corresponding start and end times for this
class. The Flex Schedule is also an option for classes that do not have a set schedule. This
is often used for tutoring or learning labs. A class can also be a combination of a set
schedule and flex hours for all Instruction Methods other than Classroom. The
Classroom method can only have either a set schedule or a Flex Schedule.(Image 2.5¢)

Click on Next Tab or mouseover to move to the View Class Participants tab.
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Update Class Information for PY 2012-2013

Program Year: Provider: Class ID: | Number Enrolled:
2012-2013 JOHNSON AE (Code: JOHNSONZ) | 1077207721 | 1

Class Enrollments by Group
Class Attendance by Group

General Information Class Funding Class Schedule View Class Participants

# Participant Birth Local Reg. Enroliment Class Regular Proxy
Date Stud # Date Date Exit Date Hours Hours
1 MAERZ011, DANAZ 04/04/1934 201100004  OFASE011  01/14:2013 06/30/2013 10 10
2 MAER2012, JENNIFER10 101011881 201200010  07OU2012 01142013 9 5
| First Previous 1 HNext Last |
11— Update Reset Form Cancel

2 ———% Save and Create New

Delete Copy within PY 44— 3

« Prev Tab

Image 2.5f

This is a view only display of active and exited Participants enrolled into the class. The first
time a class is set up, this display will be blank since no one is yet enrolled. (Image 2.5f)

1.
2.

Click Submit to save a new record. Click Update to update an existing record.
Click Save and Create New to save new or updated data, and to load an empty
screen to add another new Class record

Copy within PY (PY = Program Year) to create an exact copy of this class without
enrolled Participants for this same program year

The Copy within PY function is a quick tool used to create more than one identical class or
more than one section of the same class.

Tip:

To save time, use this feature instead of creating a new Class record. For example, if a

Beginning ESL class is created for the Fall Semester and the program runs a Beginning
ESL in the winter as well, then the Fall Semester class can be quickly copied using Copy
within PY then updated with the required Winter Semester term data.

To copy a Class record from the previous program year to the new program year refer to
Chapter 4; Class Copy Function.
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Chapter 3

Participant Functions

MICHIGAN
ADULT EDUCATION
REPORTING SYSTEM
[MAERS]
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Chapter 3 - Participant Functions

In this chapter you will learn the following:

Section 3.0 - Where to find Participant Functions

Section 3.1 - Participant Search and Registration

Section 3.2 - Pre-Test Assessments

Section 3.3 - Class Enrollments By Group and By Participant
Section 3.4 - Monthly Attendance By Group and By Participant
Section 3.5 - Class Exits and Deletions By Group and By Participant
Section 3.6 - Planned Gaps

Section 3.7 - Post-Test Assessments

Section 3.8 - Program Exits

Section 3.9 - Follow Up

Section 3.0 - Where to find Participant Functions

Participant functions are found on the Participants tab. (Image 3.0a)

Participants Provider Admin Reports Special Functions

Registration
Assessments
Class Enrollments
Class Attendance
Planned Gaps

Program Exits

Follow Up

Image 3.0a

Section 3.1 - Participant Search and Registration

Click on the Registration link on the Participants tab. (Image 3.1a)
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Update MAERS Registration - Participant Search Criteria
Search by Last Name first:
=*Last Name: Jives -1
First Name: | Julie - 2
Date of Birth: He— 3
Submit
Search by Local Student Number:
=*Local Student Number: ALC-RO0010
o
4
Submit
Search by Customer ID:
= CustomerID: |JWVJU0919
p 5
Submit
Image 3.1a

There are three different options to search for a Participant:

Search by Last Name first - The name search finds all Participants whose last name
are an exact match to the entered name, matches the first two characters of the first
name (if entered) and matches the date of birth (if entered). The name search should
always be used if it is not known if the Participant exists in the system.

1. Last Name - Enter the Participant’s full legal last name (required)

2.  First Name - Enter the Participant’s full legal first name (optional)

3. Date of Birth - MM/DD/YYYY (optional)

Search by Local Student Number - Local Student Number search is used for

Participants that exist in the system only. This search bypasses the Name Search

Results screen if only one Participant is found and then navigates directly to the

Participant History screen.

4. Local Student Number - Enter the student number that is assigned to the
Participant by the local program(required)

Search by Customer ID -The Customer ID is assigned by the MAERS system when the
Participant is first entered and saved. The Customer ID consists of up to the first three
letters of the Participant’s last name then the first two letters of the Participant’s first
name and the birth month (MM) and birth day (DD). Customer ID Search is used for
existing Participants only. This search will bypass the Participant Search Results
screen if there is only one match found and will navigate directly to the Participant
History screen.

5. Customer ID - Enter the MAERS assigned Customer ID for the Participant (required)

Click Submit beneath the search option which is used to execute the Participant search.
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1

2

Click on the "Name' column (if a link exists) to update the existing MAERS Registration for the customer or to create a new
MAERS record.

If the individual gou are searching for does not apﬁear, click on "New Applicant/ MAERS Registration” to enter the initial
Applicant/MAER T

Copy to clipboard Exportto Excel Exportto PDF Pnnt

Shnwentries Search:

Rowd# . Name # Birthdate » CustomerlID = Address & Phone #  In MAERS? =

Showing 1to 2 of 2 entries 1

MAERS Registration - Participant Search Results

Registration record or click on "New Search” to conduct a new search.

JIVES, JULIE 01/01/1870 JNJU0101 - No

- e 101&1/2 Elm Strest
JIVES, J J Ok:] (989) 8268-22
IVES, JULIE 08/19/1981 JIVIL0S18 Hemlod:, Ml 43628 985) 826-2234 es

Only click on "New Applicant/MAERS Registration”, if your Participant DOES NOT APPEAR on the Customer Search Results List.

New Applicant/ MAERS Registration <+—— 3

2 ——» New Search

Image 3.1b

1. Ifthe person is listed after performing a name search, then click on the Name link
to view the Participant History screen (Image 3.1b)

2. Ifthe Participant is not listed then click New Search to search for the Participant
using an alternative name spelling or one of the other search options as shown
above (Image 3.1a)

3. Ifthe Participant’s name is still not listed, click New Applicant/MAERS Registration

to create a new MAERS registration record (Image 3.1b)

MAERS Registration - Participant History

Name Customer D Current $taff Provider
JIVES, JULE J. | JMJUO919 | AURA LEARNING

Click on the 'Instructional Area(s)' to update the Registration

Copy to clipboard Exportto Excel = Exportto PDF = Print

Show entries Search: :

Instructional Area | Registration Status Exit Exit = Local Student ~ Provider
(s) “ Date . “ Date ¥ Reason No =
ESL, GED 091122010 Adive - - ALCRIN01D ALRA LEARNING
Showing 1t 1 of 1 emries\
1

2 —b Enter New MAERS Registration New Search

Image 3.1c

1. After clicking on the name of an existing participant, to view or update their

registration, click on the Instructional Area link. Only registrations for the
provider/local program can be viewed or updated. (Image 3.1c)
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Note:

e A Participant’s registration can continue into a second or third program year.
Because of this, Participants no longer need to be exited and re-registered each
program year. If the Participant is currently active in the local program, their
registration should be updated yearly with any needed changes. Once the registration

is updated, then enter the new program years’ assessments and class enrollments.

2. To register this person into the local program, then click Enter New MAERS
Registration. A Participant can have only one active registration with the same
local program during a program year. (Image 3.1c)

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other
= Local Student Number: BLC-R00010 County: SAGINAW
= Last Name: JIVES Check if no Address: []
= First Name: JULIE Phone: (989) 626-2234
Middle Initial: J Phone Extension:
Maiden Name:
Address: 101&1/2 ELM STREET Alternate Phone + Ext.: (989) 413-3587 -
City: HEMLOCK SSH (Requested):
State: Ml UIC Humber (Requested):
Zip: 43626 Email: JIVES_J12@YAHOO.COM
Registered By Registration Provider
PROVIDER ADMIN (ADMINPY | AURA LEARNING (Code: TOO0Z)
Update Reset Form Update and Enter Assessment Cancel
Next Tab »
Image 3.1d

The Registration screen is divided into eight tabs. All eight tabs are a part of one record.
Data entered will remain on all tabs until Submit, Update, or Update and Enter
Assessment is clicked. Clicking on Cancel or the back button will not save the entered data.

(Image 3.1d)

Personal tab:

Complete as many of the data items as possible. Detailed Participant data is required for
accurate program reporting and to assist in narrowing a future search for the proper

Participant.
>

each Participant within a Provider

YV VVYYVY

code

A\

Participant

Last Name - The legal last name of the Participant

First Name - The legal first name of the Participant
Middle Initial - The middle initial of the Participant (optional)
Address - The current address of the Participant to also include City, State, and Zip

Local Student Number -A locally assigned 4-10 character field that is unique to

Check if no Address - Check this box if there is not an available address for the
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Note:

Phone - Contact number for the Participant. Include an alternative phone number
whenever possible

SSN (Requested) - The Social Security Numbers are requested. Once saved, a row
of asterisks is displayed in place of the actual SSN. It is strongly recommended that
a Participant’s Social Security Number is obtained and recorded as this will be
critical for effective tracking/follow-up of Participant outcomes through data
matching.

UIC Number (Requested) - The Unique Identification Code is requested. The UIC
identifies each student in Michigan with one unique student identifier. The Michigan
Student Data System allows school districts to obtain or validate UIC’s for their
students. UIC numbers will also be critical for effective tracking/follow-up of
Participant outcomes through data matching.

Email - Current Email address for Participant

Some data items on the Registration record may be prefilled if the Participant had a
previous registration. Please review these data items and update any changes as
needed for new Registration records.

Click on Next Tab or mouseover to Demographic tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

= Birth Date: [09/19/1981 j
Age At Registration: 30
=7 Place of Birth: SAGINAW, M|
= Sex:|Female “
= Number of Pre-school aged Children: 0
= Number of School-Age Children: 0
= HispaniciLatino: O No @ VYes
=*Race:
African American: & No (O Yes
American Indian/Alaskan: &) o O Yes
Asian: OnNo @ Yes
Hawaiian or Pacific Islander: &) pjg O Yes
White: OnNe @ Yes

Registered By Registration Provider
PROVIDER ADMIN (ADMINF} | AURA LEARNING (Code: TOO02)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1e

Enter the Participant’s demographic information which is collected on the Adult Learning
Plan (ALP). (Image 3.1€)

YVVVYVYY

Birth Date - Participant’s Date of Birth (MM/DD/YYYY)

Age At Registration - A display of the Participant’s age on the Registration Date
Place of Birth - City and State or City and Country where the Participant was born
Sex - Gender of the Participant

Number of Pre-School Aged Children - Number of children the Participant has
who are not yet attending Kindergarten
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» Number of School-Age Children - Number of children the Participant has who are

currently attending K - 12. School aged Children can be up to age 26, if attending
special education programs

Hispanic/Latino - The Participant is of Cuban, Mexican, Puerto Rican, South or
Central American, or other Spanish Culture in origin, regardless of race

Race - Ethnicity of Participant. Select as many as needed to best describe a multi-
racial ethnicity. Atleast one is required.

Click on Next Tab or mouseover to Entry Status tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

=?Highest Educational Level or Degree Attained: | Grades 9-12 (no diploma) v
=U.5.Based Education? OnNo @ Yes
= Receiving Public Assistance: O'No @ Yes
Disabled: Cnoe O vYes
= Living in a Rural Area: O No @ Yes
= LowIncome: ONo @ Yes
=> Displaced Homemaker: &No O Yes
= Single Parent. @ No O Yes
= Dislocated Worker: @No O VYes
Learning Disabled: O ng O Yes
= Labor Status: | Unemployed v
Hourly Wage at Intake:

Reqg By R 1 Provider
PROWIDER ADMIN (ADMINP) | AURA LEARNING (Code: TOD02)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1f

Enter the Participant’s Entry Status information collected from the Adult Learning Plan
(ALP). (Image 3.1f)

> Highest Educational Level or Degree Attained - The education status at program

Note:

entry has a dropdown list which includes nine educational statuses. The
educational statuses of GED, HSD or alternative credential at entry will impact the
Follow Up Cohorts. See Section 3.9; Follow Up. The dropdown list includes the
following selections:

Mo schooling

Grades 1-5

Grades 6-8

Grades 9-12 (no diploma)

High School Diploma or alternative credential
GED

Same college, no degree

College or professional degree

Unknown

U.S. Based Education - Select as appropriate

If a High School Diploma or alternative credential from non-US based schooling is the
highest degree or level of school completed and proof (transcript) cannot be provided,
please select Grades 9 - 12 (no diploma).
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[ 4
[ 4
[ 4
>

Additional Status Measures at Entry — Select all additional status measures which
apply at the time of entry. See the NRS Guidelines for a complete explanation for
each measure at www.nrsweb.org

Labor Status - The current job status at entry has a dropdown list which includes
three employment statuses. The employment status at entry will impact the Follow
Up Cohorts. See Section 3.9; Follow Up. The dropdown list includes the following
selections:

Employed - Participant is currently employed

Unemployed - Participant is not employed and looking for work

Not in the Labor Force - Participant is not employed and not looking for work
Hourly Wage at Intake - If employed, indicate the Participant’s hourly wage at the
time of entry (optional)

Click on Next Tab or mouseover to Instr. Areas tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other
= Program Year: |2012-2013 ¥
= Instructional Area(s): [ Select ALL Instructional Areas as applicable.
Adult Basic Education O
English as a Second Language
High Schaal Diploma
GED
VWork Based Project Learner O
Family Literacy Program O
Workplace Literacy Program [}
Program for the Homeless O

= Registration Date:

=*Planned End of Service Date:

o7i0lz0o12 [

06/30/2014 ]

Registered By

Registration Provider

PROVIDER ADMIN (ADMINP) | AURA LEARNING (Code: TOD0Z)

Update Reset Form

« Prev Tab

Update and Enter Assessment

Cancel

Next Tab »

Image 3.1g

Through the intake interview and assessment process, it will be determined which
Instructional Areas the Participant will be served. (Image 3.1g)

>

Program Year - The Adult Education service year begins July 1st and ends June 30t
of the following year. However, registrations now can continue across Program
Years. Select the Program Year in which the Participant is starting in the program.
Instructional Area(s) - Adult Education services the Participant will be receiving.
A Participant can have more than one Instructional Area selected.

HSD and GED can be selected together. However, a Participant cannot be enrolled in
both an HSD and a GED class concurrently.

Registration Date - The date the Participant registered for the program

Planned End of Service Date - The date the Participant should be completed with
the Program. This date can be in a future Program Year.

Click on Next Tab or mouseover to Credits/Tests tab
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Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

High School Diploma Credits
# of Transferrable Credits Previously Earned  # of Credits Required for Completion % of Completion

= |15 = |20 75.00%
GED Tests
055D # of Actual GED Tests Previously Passed  # of Practice GED Tests Previously Passed
=2
Registered By Registration Provider

PROVIDER ADMIN (ADMINF} | AURA LEARNING (Code: TOOOZ)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »
Image 3.1h
» High School Diploma Credits - If High School Diploma is selected as an

Instructional Area on the Instr. Areas tab, it is required to list the # of
Transferrable Credits Previously Earned and the # of Credits Required for
Completion. Once the record is submitted, the % of Completion will display. If the
% of Completion is at 50% or more, the Participant will be placed into the HSD
Follow Up Cohort. See Section 3.9; Follow Up. (Image 3.1h)

GED Tests - All Participants are required to list the # of Actual GED Tests
Previously Passed regardless of the Instructional Areas selected on the Instr.
Areas tab. The OSSID and the # of Practice GED Tests Previously Passed is
optional. (Image 3.1h)

Click on Next Tab or mouseover to Goals tab
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Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other
PRIMARY GODALS: Select ALL Goals as applicable. SECONDARY GOALS: Select ALL Goals as applicable.

GOAL Reduction in Receipt of Public Assistance

EDUCATIONAL GAIN - Default Goals - . -
Achieve Citizenship Skills O
» Improve Basic Literacy Skillz
« Improve English Skils Woting Behavier [
Participant Selected Goals General Involvement in Community Activities O
Achigve English Language Proficiency (ESL only) Involvement in Chidrens Education D
Pass One or More Dfficial GED Tests O Involvement in Children's Literacy Related Activities | [
Adtain High School Diploma Credits Achieve Work-Based Project Learner Goals |:|
Obtain a GED O Other Goal 0
Obtain a High School Diploma
Enrollin Postzecondary Education O
Obtain Employment O
Retain/improve Employment |:|
Registered By Registration Provider
PROVIDER ADMIN (ADMINP} | AURA LEARNING (Code: TOO02Z)
Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1i

The Goals information will be collected on the ALP. Goals are no longer used for Follow Up
performance measurements. Primary Goals should be used for service planning.
Performance measurement is now based on Follow Up Cohorts. See Section 3.9; Follow Up.
(Image 3.1i)
e Default Goals - These are determined by the Instructional Areas
selected. Default goals are automatically displayed on the goals screen.
e Participant Selected Goals - Select all goals that the Participant is
planning to accomplish during the registration
e Secondary Goals - Select other Goals the Participant wants to complete
although there may not be specific instruction offered to achieve these
goals. Capturing Secondary Goal attainments does demonstrate local
programs are providing comprehensive services to their Participants.
(optional)

Click on Next Tab or mouseover to Funding tab

35



Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

Select ALL funding sources as applicable.

Prog. Year Fiscal Agent Provider Selected?
2012 Aura 30 Federal - EL Civics O
2012 Aura 5D Federal - General Instruction
20312 Aura 5D State School Aid - Section 107
2012 BEAL CY¥ 5D Other O
2012 BEAL CITY 5D State School Ald - Section 107 | [
If "Other” funding, please specify: |

By
PROVIDER ADMIN (ADMINF) | AURA LEARMNING (Code: TO002)

Update Reset Form Update and Enter Assessment Cancel
« Prev Tab Next Tab »

Image 3.1j

Funding Source selections are based on the Provider’s Funding Sources which are set up by
the State each Program Year. Select all applicable funding sources that are intended to
support Participant’s services. If “Other” funding is selected, the type of funds must be
described. (Image 3.1j)
Funding sources are allocated and tracked by Program Year. Due to this, funding source
tracking will be done at the Class record level and not at the Participant record level.
Funding sources on the Registration screen will be used to identify funding sources
intended to be used at program entry only.
Note:

e Other Funding are locally obtained funds.

Click on Next Tab or mouseover to Other tab

Personal Demographic Entry Status Instr. Areas Credits/Tests Goals Funding Other

=>Receiving Distance Learning Services: (O Mo ® Yes = Receiving Literacy Council Services: ®no O Yes
= Correctional Facility: & No O Yes = Community Correctional Program: & No O Yes
= Other Institutional Setting: ®No O Yes =) Adult Learner PlanonFile: ONo & Yes

2 —————— Support Services:
Transportation: [] If "Other", please specify

Child Care: []
Other: []

4

PROVIDER ADMIN | AURA LEARNING (Code: TO00Z) /

Update Reset Form Update and Enter Assessment Cancel

3 —

« Prev Tab

Image 3.1k

1. Itisrequired to select the appropriate No or Yes to each of the additional services
the Participant is receiving
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2. Support Services is optional and shows if the local program offers any additional
support services which assists Participants with additional needs

3. Click Update to save updated data. Click Submit to save new record.

4. Click Update and Enter Assessment to save new or updated data to all tabs and to
move to the Assessment module for the Participant.

Section 3.2 - Pre - Test Assessments

Click on the Assessments link on the Participants tab. (Image 3.2a)

Participants Provider Admin Reports Special Functions
Registration
Class Enrollments
Class Attendance
Planned Gaps

Program Exits

Follow Up

Image 3.2a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Assessment History screen. (Image 3.2b)

MAERS Assessment - Assessment History

Registration ID  Participant Name | Local Stud. No Status Record Provider
11940656 JULIE JIWES ALC-RO0O010 | Active as of 07/01/2012 | AURA LEARNING (Code: TOOOZ)

Click on the 'Test Name' for the Assessment you wish to view or update

Test Test Test Test Instructional Test EFL EFL Anchor
PY Date Name Area Type Module

1 . .
2012 07/01/2012 TagEs) 4= apiase Fre Test Az LTETEE R 4

Basic Ed.

9 —» Enter New Assessment =~ New Search

Image 3.2b

Beginning with PY 2011-12, a Participant can have up to two Pre-Tests, one for services in
the ABE/ASE Instructional Areas and a second for the ESL Instructional Area per program
year.
1. Clickonthe Test Name link to view, update, or delete a current Pre-Test
Assessment Test record (Image 3.2b)
Note:
e Only Assessments (Pre and Post) for the current program year can be updated or
deleted through October 25 following the Program Year end.
2. Click Enter New Assessment to enter a new Pre-Test Assessment Test record for
the Participant (Image 3.2b)
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Note:

A Pre-Test is required before a Participant can be enrolled into a class.

Enter Assessment
Registration ID | Participant Name  Local Stud. No Status Record Provider
11940655 JULEE JMES ALC-RO00MO | Active as of 07/01/2012 | AURA LEARNING (Code: TO0D2)

= Program Year: 2012-2013 v
= Test Date: H
= Test Type: v
= Select Test: Selectthe Test v
Registered On Registered By Registration Provider

072012 AURA LEARNING (Code: TO0OZ)

Enter Scores Reset Form Cancel
Image 3.2c

Fill in the required fields to begin entry of the Pre-Test: (Image 3.2c)

>
>
>

>

Note:

Tip:

Program Year - Select the Program Year to which the assessment applies

Test Date - The date the Assessment Test was administered to the Participant

Test Type - The type of Assessment Test administered to the Participant.
Dropdown list includes Pre-Test, Progress Test, and Post-Test.

Select Test - Select the assessment test name from the dropdown list. Based on the
Instructional Area(s) selected for the Participant, the dropdown list may include the
following tests: CASAS (ESL), CASAS (ABE/ASE), TABE CLAS-E, TABE (9), TABE
(10), GAIN, WORK KEYS.

Progress Tests are not an official test requirement and will only receive a
Miscellaneous option within the Select Test dropdown. This is because a Progress
Test is not a required assessment test by the state.

A previously administered test can be used as a new Pre-Test provided it is not more
than 180 days old. The original test administration date must be entered.

Click Enter Scores to enter scores, forms and form numbers for the Participant.
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Enter Assessment Results For:

Registration ID | Participant Hame | Local Stud. No Status Record Provider
11940656 JULIE JWES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: TO00Z)

Test PY: Test Date: Test Type: | Test Hame:
2012 07/01/2012 | Pre Test CASAS(ESL)

Module Score Form Form No. EFL
ESL LISTENING | | | v None
ESL MATH | | [~ Nene
ESL READING | | [ v| Nene

Submit =~ ResetForm  Cancel

Image 3.2d

Enter the Participant’s test scores from their assessment test along with the Form and
Form No. of the administered test. For a list of Form and Form Numbers, reference the
publisher’s guidelines or testing materials. (Image 3.2d)

Click Submit to save data for the new Assessment and the Assessment History screen will
display. To review the Assessment results, click on the Test Name link. (Image 3.2b)

Update Assessment

Registration ID | Participant Name Local Stud. No Status Record Provider
11940856 JULE JVES ALC-RO0010 | Active as of 07/01/2012 | AURA LEARNING (Code: TOD0Z)

TestPY: TestDate: TestType: TestName:
1 2012 07/01/2012 | Pre Test CASAS(ESL)

Module Score Form Form No. EFL
High Intermediate

ESL LISTENING 220 | [Law ] 81 v

ESL READING ‘220 | [Law & Eg‘ Intermediste

2 ——»  Update Reset Form Cancel

3 =———— Delete

Image 3.2e

The results of the assessment scores will display as follows: (Image 3.2¢)

1. The highlighted bar shows the Educational Functioning Level (EFL) upon which the
Participant’s educational gain measurement will be calculated. This is called the
“anchor module”. The educational gain measurement is computed from the anchor
module of the pre-test to the same module of the post-test.

2. Click Update to save new or updated data to the Assessment

3. Click Delete to erase data to the Assessment due to data entry error

Note:

e Deleting a Pre-Test record should only be done if the incorrect Test Date or Test Name
was entered and correction is needed. Deleting a Pre-Test will require the deletion of
attendance and class enrollments for the Participant.
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Section 3.3 - Class Enrollments By Group and By Participant

Click on the Class Enrollments link on the Participants tab. (Image 3.3a)

Participants Provider Admin Reports Special Functions
Registration
Assessments

Class Enrollments By Participant

Class Attendance By Group
Planned Gaps

Program Exits

Follow Up

Image 3.3a

Class Enrollment can be done either By Group or By Participant (Image 3.3a):
e (lass Enrollment By Group is a function which enrolls one or more
Participants into the same class at one time
e (lass Enrollment By Participant is a function which enrolls one
Participant into one or more classes at one time

By Group: Click on the By Group link. Alist of Classes will display.

MAERS Group Class Enroliment

Program Year: Provider:
2012-2013 AURA LEARNING (Code: T0D02)

Click on the 'Class 1D’ column to enroll/exit/delete multiple enrollees of this Class.

Show[10 ] entries sewcn:| ]
Class
Class . Number Schedule
# D Name-  Instructor Location Enrolled Term
Class No Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
0172 ABE- MILLER, COMMUNITY Open
1 ETIE MARY CENTER 1 ° Entry/Exit o *
Roomé#: 28
ESL AURA
. oo TUTORING  JOHNS, LEARNING Open
2 RS JOHN CENTER 1 0 Entry/Exit *
201 Room#: 101
AURA
S GED- WALTERS,  LEARNING Semester
B TR gy WILLIAM  CENTER 1 ° ~Fall -t *
Room#:
AURA
GED - MILLER, LEARNING Semester
4 1078017289 e e nenl D - Winter * *
Room#: 14
AURA HIGH
5 1078017284 ";D - m‘ﬂf:‘s' SCHOOL 1 0 g::;‘,aw - X X x X x
Room#: 23C
Showing 1 to 5 of 5 entrie!
1
New Search — 2

Image 3.3b

1. Click on the Class ID link of the Class to enroll Participants (Image 3.3b)
2. Click New Search if the Class needed is not listed (Image 3.3b)



Enter/Update Class Enrollments by Group
Gz == Instructor Term Location 1 Begm2 Cut Off End : Capac‘? Open PY
Hame Ho \
AURA LEARNING CENTER
GED 301 MILLER, Semester - 1 /0772013 | 0410102013 | 061062013 | 25 2012
WMARY Winter 2013
Room Ho: 14
Admit After Start? Instructional Area Instructional Setting Schedule Provider
Mon: 08:00am - 10:00am .
Yes GED Classroom / Distance Education Wed: 03-00am - 10-00am AURA LEARNING (Code: T0O002)
Class Atendance by Group 5
. Birth Local Reg. Classes Sched. Enroliment Class Passed 2
L T E S Date Stud# Date Taken Hrs Date Exit Date Class? ~ Delete?
GERKIN, o AlC- P 5 P O
1 i oui4ese Ao oszeimoiz 2 240 0072013 | B O oretes
. JIVES, JULIE . BLC- e n — I - (]
2 : osrtereEt oo 07012012 2 340 ari02013 | [ O Delete?
Save Reset Form Cancel
§ = Enroll New Participants New Search

Image 3.3¢c

Participants already enrolled into the class are displayed. If no Participants are enrolled, a
listis not displayed. (Image 3.3c)

1. Begin - The first day of scheduled instruction for the Class

2. Cut Off - The last day a Participant can be enrolled into the Class

3. Capacity - The number of Participants the Class can accommodate

4. Open - The number of open spots available for additional Class Enrollments

e [tisimportant to check the Cut Off Date and the Open data items to determine if any
more Participants can be enrolled into the class otherwise an error message will
display.

5. Search - To search for one or more Participants currently enrolled in the Class, use
the Search box. See Chapter 1, Getting Started; Section 1.3, Search Functions.

6. Click Enroll New Participants to enroll additional Participants into the Class. This
will navigate to a Filter Participants to Enroll in Class screen.

Filter Participants to Enroll in Class

Class Class

Name e Instructor Term Location Begin  CutOff End  Capacity Open  PY
AURA LEARNING CENTER
GED 3m MILLER, Semester - 1 01/07/2013 | 04/01/2013 | DBIOBI2013 | 25 2 |2
WARY Winter 2013
Room No: 14
Admit After Start? | Instructional Area | Instructional Setting Schedule Provider
1on: 08:00am - 10:00am §
Yes GED Classroom/ Distanee Education | 71 120 A TS BT | AURA LEARNING (Code: T0002)

Filter Criteria

LastName Starts with: Local Student No Starts with:

2 —— Search Reset Form Cancel

The yellow box above is a data filtering tool. It can be used to show you a list of your
Registered MAERS Participants by Participant "Last Name". The filter box provides for
two search options:

All = No Search Slringhselaclicns. All participants that have a registration instructional
area that overlaps with the instructional area for this class will be displayed.

Last Name = A text entry that will list all Participants whose Last Name starts with the
user-entered search strin%.

Local Student Number = A text ent&y that will list all Participants whose Local Student
Number starts with the user-entered search string.

Image 3.3d

1. To find a specific Participant to enroll into the class, use the Filter Criteria functions
(optional) (Image 3.3d)
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e Last Name Starts with - This filter will locate one or more Participants
whose last name matches the data entered

¢ Local Student No. Starts with - If the complete Local Student Number
is entered, this filter will locate one specific Participant. If part of the
Local Student Number is entered then one or more Participants whose
number matches the data entered will be located.

Note:

You can choose not to use the filter criteria which will then display a list of all
Participants who have an Instructional Area that matches the Instructional Area of
the class and who are not already enrolled in the class. To do this, leave the Filter
Criteria fields blank and click Search.

Click Search to display the filtered Participant or to display a list of Participants who
can be enrolled into the Class

Select Participants to Enroll in Class
Class Class . _
T o Instructor Term Location Begin Cut Off End Capacity | Open PY
AURA LEARNING CENTER
Al Semester - 2012-
GED 301 MILLER Semester 1 01/07/2013 | 041012013 | 061062013 | 25 2 |22
MAR Winter P 2013
Room No: 14
Admit After Start? | Instructional Area Instructional Setting Schedule Provider
Yes GED Classroom / Distance Education | 1o 0o-00am -~ 10:003M | ip | e ARNING (Code: T0ODZ)
Wed: 08:00am - 10:00am
Filter Participants to Enroll in Class: | Lastlame | Local Student lo
All Participants | All Participants
1
2, Search:
# Participant Birth Local Req. Classes Sched. Enrollment Engbll?
Date Stud # Date Taken Hrs Date
1 ENOS, ELAINE 04/17/1878 ALC-RO0021 08/24/2012 0 ] ove7zatz O
2 GLASSBROCK, GAYLE 01/01/1981 ALC-RO0022 11/01/2012 0 0 01072012 aH] ]
2 JIVES, JULIE J. 09/19/1981 ALC-RO0010 07/01/2012 0 0 1072013 (i [F]
4 KINGSLEY, KYLE 03/13/1981 ALC-RO0011 03/01/2012 0 ] oa01z01a [ F
MUNSON, MARK 04/17/1978 ALC-RO0D13 04/01/2013 0 0 an1za13 [iH il
& OESTERLE, CLIVER 06/13/1965 ALC-RO0D1E 07/01/2012 0 0 o107izota [ L]
3 = Save and Search Again Save and List Class Participants ance 3

A list of the Participants who can be enrolled into the Class will be displayed. This list is
determined by the filter criteria used. (Image 3.3¢)

1.

2.

Note:

Enroll - Click in the Enroll check box to select one or more Participants to enroll
into the Class

Enrollment Date - This is the date the Participant begins instruction in the Class.
A Participant can be enrolled into the Class before a Class begins. However, the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will be
either the Participant’s Registration Date or the Class Begin Date, whichever is later.

If a Participant’s Registration continues into the next Program Year, the default date
will always be the Class Begin Date.

Click Save and Search Again to save the Participant(s) chosen to be enrolled. After
enrolling the Participants into the Class, the system will navigate back to the Filter
Participants to Enroll in Class screen to do an additional search. Or click Save and

42



List Class Participants to save the Participant(s) chosen to be enrolled. The
Enter/Update Class Enrollments by Group screen will be redisplayed with the

Participants enrolled into the Class.

By Participant: Click onthe By Participant link. Once the Participant has been selected

from the Search Results screen, the system navigates to the Enter/Update Participants

Class Enrollments screen.

Enter/iUpdate Participant Class Enroliments
= Participant is not cumently enrolled in any Classes +————— 1
Participant Birth Local S - Attended
Wi Date | twadenys | PO Date Beginning EFL Ending EFL  Scheduled =~ 0 0
AVES. JULE D T p—_— ABE | 2012 | High Infermediate Basic Ed. | ABE ABE
vES, LR S | TRRISET | ALRORIR | BPEHEE Tesl (2012 | High intermediate ESL | ESL ESL
‘\. 4
Enrolled Class
Class Name Class Number Instructor Term cl“; "‘x;:on_ Scll’;:::!leﬂ A:;E?:d 9,1;:3;“, E::E;Q
Cancel
2 ——  Enroll in New Classes?

Image 3.3f

1. Ifthe Participant has not had any class enrollments, a message will be displayed

(Image 3.3f)

2. Click Enroll in New Classes to display a list of available classes. The Class list
displayed will have an Instructional Area that matches one of the Instructional

Areas of the Participant. (Image 3.3f)

3. Thisis a timeline which is a quick reference tool to view the service history for a
Participant. When services have not been entered, the timeline does not provide
any enrollment or planned gap information. Refer to Section 3.6; Planned Gaps.

If the Participant has class enrollments, a table of all active classes, inactive classes, and
planned gaps in service from the date of Registration will display in chronological order.

This is displayed in the image below. (Image 3.3g)
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Note:

Enter'Update Participant Class Enroliments

[ 4 Loce

0 . Re) Cate Ltest Enaing U111

Carsest Bogeweng (1L .

o metare 0aac
P orie e t 2012 ASvarces L

Click the "Envolied Class I link 1o view all participants currently onvolled in this class

Clich the 'Class Name', “Testructor’, of Location’ column links 1o view'edit detailed Class, Instructor, of Location information
Chick the Passed Class’ box and then click SAVE 1o indicate that the participant has passed this Class.

Chick the Delete 7 box and then click SAVE 10 Delete the r.uh(.panl om this Class

Enter the Participant’s Class Exit Dato in the Txir’ box and then click SAVE to exit the participant from this Class

o [ |

\ »w
202

Beguwerg (1L Intrng 7L ADended Wosr s
Degr-r; A2S Ant & o ate Banc L2
e t Advanced & - —
’ y 1 n
Class Program Year: 2012 Ervoled Clans # 1. Class Provaser A‘J‘l‘”%. :(uﬁ."‘cn / /
o Chass
Chsss Lun‘ Saatraster — Class Locaton Schedded  Atended L L Clans

Room o Mo w Howr e

R

N 13 ‘ 8 QLOTL01) T ot
) ey Boom By T4 L \ \
/ (= / :‘.um(un*/ Cless Won 08 00em - 10 Odem
. s o 08 S0am
: 12 O0en

Creom
Khedhie

"arvwed o 81

Sege Date Lred Dwte ites ha cmsaes ¢ Mered
Clans Program Year 2012 Ervitied Clans 72 . Clans Proveden AURA LEASING (Code: T0000)
Chann
- Clns - Class Locaton Khedued  Anended Cuans
Chos Rame ‘ eter onn Romm Moy o s Houn s Sogh £t Dt
Owte
e
Room Mo 111
(reca t Passed Clans? Chiaa
01 2 PO ap e e
/ Save Reset Foem prcel
02
B Save and Envoll in Mew Class?

Participant Header -The header will provide cumulative information from the
Registration date to current date. Registrations continuing across multiple program
years will combine the Scheduled and Attended Hours information across all years.
It will also show the beginning EFL from the year of Registration and the EFL from
the last post-test on file.

Participant Sub Header - The sub header will provide information for each
individual Program Year

Enroll - This is the date the Participant begins instruction in the Class. A
Participant can be enrolled into the Class before a Class begins, however the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will display
either the Participant’s Registration Date or the Class Begin Date, whichever is later.

If the Registration continues into the next Program Year, the default date will always
be the Class Begin Date.

Exit - The last date the Participant attended the Class

Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

Class Schedule - A display of the days and time of the week the Class is scheduled
to meet

Delete - This function deletes the Participant from the class. If attendance hours
have been entered, it will delete the hours for this class. Delete should only be used
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to remove Participants who were either incorrectly enrolled in the Class or never
attended the Class.

8. Scheduled Hours - The number of instructional hours scheduled for the Class

9. Attended Hours - The number of hours the Participant has attended a Class to date

10. Class Begin Date - The first day of scheduled instruction for the Class

11. Class End Date - The last day of scheduled instruction for the Class

12. Click Save or Save and Enroll in New Class. The Save button updates the
Participant record with the changes and the Enter/Update Participant Class
Enrollments screen is redisplayed. The Save and Enroll in New Class updates the
database with the entered changes and navigates to the Enroll Participant to New
Classes screen.

Enroll Participant to New Classes

Participant Birth Local P Attended
Name Date Student # Reqg. Date Beginning EFL Ending EFL | Scheduled Hours

ABE | 2012 | High Intermediate Basic Ed. | ABE ABE 0
ESL | 2012 | High Intermediate ESL ESL ESL 0

JIWES, JULIE J. | 08/19/1981 | ALC-R0O0010 | OF/0M/2012

Click on the ‘Enroll?" column to Enroll this participant to the corresponding Class.
Fill-in the "Enrollment Date" column to specify the beginning of the participant's enrollment.

Schedule
Class  Class |\ ictor Location Term - Enroliment | b oie
Hame No. Sun | Mon | Tue | Wed Thu | Fri | Sat | FLEX Date
AURA LEARNING
5 - "
EﬂEcRu- o |201 |JoHNs joHn | cenTER1 ?:t“'f.Exn X |ormeez | O
! Room No: 101 o
WALTERS AURA LEARNING Semester - P —— 5
GED 301 | i e o Slx |- x| s o - |[feememez | O
AURALEARNING | o -
GED 301 MILLER, MARY | CENTER 1 ‘:‘IM:; = - X - X - - - - 01/07/2013
Room No: 14 o % +

3 —* Save Save and List Enrolled Classes Reset Form Cancel

Image 3.3h

The Enroll Participants to New Classes screen allows the User to enroll a Participant

into one or more of the available Classes listed. (Image 3.3h)

1. Enrollment Date - This is the date the Participant begins instruction in the Class.
A Participant can be enrolled into a Class before the Class begins, however the
Enrollment Date entered must be between the Class Begin Date and the Class Cut Off
Date inclusive of these dates. The default value for the Enrollment Date will display
either the Participant’s Registration Date or the Class Begin Date, whichever is later.

Note:

e Ifa Participant Registration continues into the next Program Year, the default date
will always be the Class Begin Date.

2. Enroll - Click in the Enroll check box to enroll the Participant into the Class(es)

3. Click Save or Save and List Enrolled Classes to process the Enrollments

Section 3.4 - Monthly Attendance By Group and By Participant

Click on the Attendance link on the Participants tab. (Image 3.4a)
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Participants

Registration

Assessments

Planned Gaps

Program Exits

Follow Up

Class Enrollments

Class Attendance By Participant

Provider Admin

By Group

Reports

Special Functions

Image 3.4a

Monthly Attendance can be done either By Group or By Participant: (Image 3.4a)
* (Class Attendance By Group allows the entry of monthly attendance for
one or more Participants for one class at a time
* (Class Attendance By Participant allows the entry of monthly
attendance for one Participant in one or more classes at one time

By Group: Click on the By Group link. The local program’s classes will display.

Show |10 ¥ entries

Class

an

Showing 1to 5 of 5 entries

Click on the 'Class ID" column to record

Class

# D Name-
Class No
T ABE
1 o7B01T244 407
ESL
= SEFREATE TUTORING
201
o GED -
3 o780
301
1
PE——— GED.
4 107801725 -
[ 1078017284 e

MAERS Group Class Attendance

Program Year:
2012-2013

Provider:
AURA LEARNMG (Code: TOO02)

for

Instructor  Location

AURA
COMMUNITY
CENTER 1

MILLER,
MARY

JOHNE,

JoHN

Room#: 101
AURA
LEARNING
CENTER 1
Room#.
AURA
LEARMING
CENTER 1
Rooms: 14
AURA HIGH
waLTERs,  AURANIC

WILLLAM e

WALTERS,
WILLLAM

MILLER
MARY

of this Class.
Search

Humber Term SA
Enrolled Sun Mon Tue Wed Thu Fri

Open
o Entry/Exit = x 2 &

Open
' EntryExit

Semaster :
o Tl 2 X

Samaster
oot - Wirnter x i

Spen
° Entry/Exit % * % o &

New Search

Sat FLEX

Image 3.4b

1. Click on the Class ID link of the Class needed to enter Monthly Attendance

2. Click New Search if the Class needed is not listed (Image 3.4b)
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Enter/Update Class Attendance by Group

Class Name Class No  Instructor Term Location Begin Cut Off End Hours

GED 301 MILLER, MARY | Semester - Winter AURA LEARI:”NC CENTER 1 01/07/2013 | 04/01/2013 | 06/06/2013 | 120
Room No: 14

Schedule Instructional Area Instr. Setting PY Provider

Mon: 08:00am - 10:00am

\Wed: 08:00am - 10:00am GED Clagsroom / Distance Education | 2012-2013 | AURA LEARNING (Code: TO002)

2
1 Class Enroliment by Group

3 4
Attendance Month: June 2013 v Load Attendance for another Month

Fill-in the 'Regular Hours' and/or 'Proxy Hours" columns record attendance for this Class.

Class Attendance Records for: June 2013
Class Total
- Birth Classes = Sched. | Total Entry Update
# Participant oo Taken | Hours | Hours | Enrolment Class 7Y TEREE | Regular Hours | Proxy Hours
Date Hours
1 | FULLER, FREDERICK | 09191981 |1 120 TN |0
2 | GERKIN, GREG 03141956 |1 120 01072013 | 0
3 | HANKS, HAROLD 020211982 |1 120 021152013 |0
4 | JVES, JULE J 091911881 |2 220 01072013 | 0
Save and go to previous month
Save Reset Form Cancel
New Search

Adult Education policy requires that attendance must be entered by the end of the month
following the attendance month. For example, May attendace must be entered by June 30th.
(Image 3.4c)

1. Attendance Month — The dropdown list includes every month the Class is
scheduled to meet and subsequently would require attendance. From the list, select
the month in which to enter attendance hours. The initial displayed month has one
of two default values:

e It defaults to the previous month for which attendance is required. For
example, if today’s date is October 8, the default month will be
September.
e [fthe Class has ended, the default month will be the last month the Class
was in session
Note:

e [fthe Class has ended but today’s date is within the month the Class ended, the first
bullet point above applies.

2. Load Attendance for another Month — Once a month is selected, click Load
Attendance for another Month to load Class Attendance Records for that specific
month

Note:

e [fthe Participant was not enrolled during any given month that the class was in

session, the Participant’s name will not display in the Participant list.
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1.

Class Enroliment by Group
Attendance Month: January 2013 & Mnmh
A Any unsaved chanﬂea will be lost. Please
"Cancel” and then "Save" your changes,
Fill-in the 'Regular Hours" and/o1 or else click "Yes" to continue. lis Class. g
Class /
Birth Classes = Sched.
# Participant e i || Fegen Yes el Regular Hours | Proxy Hours
1 | FULLER, FREDERICK 09/19/1881 | 1 120 U203 u
2 | GERKIN, GREG 031141956 |1 120 01/07/2013 0
3 | HANKS, HAROLD 02/02/1982 | 1 120 02/15/2013 o
4 | JVES, JULE J. 09191981 | 2 220 01/07/2013 ]
Save and go to previous month
Save Reset Form Cancel
New Search

Reload Attendance Warning - After clicking Load Attendance for another
Month, the Reload Attendance Warning box will always display. This alerts the user
that any attendance hours entered on the current month that were not saved will be
lost if Yes is clicked. (Image 3.4d)

Class Enrollment by Group
Attendance Month: February 2013 ~ Load Attendance for another Month
Fill-in the 'Regular Hours' and/or ‘Proxy Hours" columns record attendance for this Class.
Class Attendance Records for: February 2013
Class Total
Birth Classes | Sched. Total Entry Update
# Participant = Taken | Hours | Hoars | Enrolment  Class | Date | RegularHours | Proxy Hours
Date Hours
1 | FULLER, FREDERICK | 09/19/1981 | 1 120 29 014072013 | 29 15 5
2 | GERKIN, GREG 031411956 | 1 120 30 01/07/2013 30 12 5
3 | HANKS, HAROLD 02/02/1982 | 1 120 021152013 |0 0 3
4 | JIVES, JULEE J. 09191981 | 2 220 20 014072013 | 20 10 10
2 —*  Save and go to next month Save and go to previous month 4—— 3
11— Save Reset Form Cancel
New Search

Fill in the attendance hours for all of the Participants for the selected month. (Image 3.4€)

Note:

Note:

Hour data fields will display with Regular Hours and/or Proxy Hours. These fields are
determined by the Instructional Setting of the class. Any method that involves distance
learning will populate Proxy Hours.

Click Save to save any new or updated attendance hours

Click Save and go to next month to save any new or updated attendance hours. The
screen navigates to the next month to save, update, or view attendance hours for
that month.

Click Save and go to previous month to save any new or updated attendance hours.
The screen navigates to the previous month to save, update, or view attendance
hours for that month.

Another attendance month can also be selected from the dropdown list and click Load
Attendance for another Month.
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By Participant: Click onthe By Participant link. Once the Participant has been selected
from the Search Results screen, the system will navigate to the Participant’s Enter/Update
Single Participant Attendance screen.

Enter/Update Single Participant Attendance
Participant Birth Local . — . Attended
Hame Date Student # Req. Date Earliest Beginning EFL Latest Ending EFL Scheduled Hours
ABE | 2012 | High Intermediate Basic Ed. | ABE ABE | 50
JWES, JULIE 1. | 09/19/1881 | BLC-RO0O10 | O7/01/2012 20
ESL | 2012 | High Intermediate ESL ESL | 2012 | Advanced ESL ESL |45
Click on the 'Group Attendance for Class #' link to edit Attendance for all participants currently enrolled in this class.
Click the "Class Name', 'Instructor’, or 'Location’ column links to view/edit detailed Class, Instructor, or Location information.
PY Beginning EFL Ending EFL Attended Hours
2012 ABE High Intermediate Basic Ed ABE Mone ABE 50
ESL High Intermediate ESL ESL Advanced ESL ESL 45
Class Program Year: 2012 Group Attendance for Class # 1 - Class Provider: AURA LEARNING (Code: T0002)
Class Location Class
Class Hame | Class Number Instructor Inst. Method - Scheduled | - Attended Class Begin - Enroliment -
Hours Hours End Date .
Room Ho Exit Date
AURA LEARNING
Classroom / . 01/07/2013- 01/07/2013-
3| 3 W TARY . . C 2 S
£30 =0 MILELR M Distance Education CENTERY . i g 06/06/2013 05/01/2013
Room Ho: 14
Update Regular = Proxy Update Regular Proxy Update Regular Proxy
=i Date Hours = Hours an Date Hours Hours L= Date Hours Hours
2012 | ” I 1 '
Juizniz A A |- NiA 5 A ber | veo0iz | (1000
Aug 2012 | - NiA A e R
P ; . Dec , , Apr
Sep 2012 | - NiA NI 2012 - NI& o3 2013 -
Oct212 | - Mi& Ni& Jan May
_"___;me—-'ﬁ?nmuu 10.00 soda |-
2 Jun
2013 | 072002012 | 10.00 10.00 03 |- A NIA
| d———— Save Reset Form Cancel

1. N/A - An N/A will display for months that do not require attendance for the
Participant due to the following reasons:
e Participant was not enrolled during that month
e (lass was not in session during that month
e Attendance cannot be entered for future months
2. Update Date - Displays the date attendance was entered or last updated
3. Regular/Proxy Hours -Enter attendance hours as appropriate for Regular and/or
Proxy Hours

e Hour data fields will display with Regular Hours and/or Proxy Hours. These fields are
determined by the Instructional Method of the class. Any method that involves
distance learning will populate Proxy Hours.

4. Click Save to save the attendance record

Section 3.5 - Class Exits and Deletions By Group and By Participant

Class Exits and Deletions are done using the Class Enrollments functions which are found on
the Participants tab. Class Exits and Deletions from a class can be done either By Group or
By Participant. (Image 3.5a)
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Participants Provider Admin Reports Special Functions

Registration

Assessments
Class Enrollments By Par

Class Attendance By Group
Planned Gaps

Program Exits

Follow Up

Image 3.5a

By Group: Click on the By Group link. The local program’s classes will display.

MAERS Group Class Enrollment

[ Program Year: | Provider: |
[20122013 | AURA LEARNING (Code: TOD02)

Click on the 'Class 1D’ column to enroll/exit/delete multiple enrollees of this Class.

Search:

. Number | Schedule
Instructor  Location Enrolled Term
Sun Mon Tue Wed Thu Fri Sat FLEX
AURA
ABE - MILLER, COMMUNITY ‘Open
1 1078017224 (] x B x - -
101 MARY CENTER 1 Entry/Exit
Roomé: 28
ESL AURA
. TUTORING  JOHNS, LEARNING Open
2 JOHN CENTER 1 o EntmylExt - - - *
201 Roomé: 101
AURA
GED- WALTERS,  LEARNING Semaster
B TR gy WILLAM  cewter1  ° ~Fall - e -
Room:
AURA
GED- MILLER, LEARNING Semester
4 10780178 gy MARY CENTER 1 o - Winter - X - L3 - - -
Roomé: 14
AURA HIGH
5 torsorTaes  Noo LS. scHoOL 1 0 g::;'a\ .- X X X X x - -
Room#: 23€

Showing 1 to 5 of 5 entrie!

New Search — 2

Image 3.5b

1. Click onthe Class ID link of the Class needed to exit or delete Participants
2. Click New Search if the Class needed is not listed (Image 3.5b)

Enter/Update Class Enroliments by Group

o Class | nstructor Term Location Begin | Cut Off End  Capacity Open  PY
AURA LEARNING CENTER
MILLER, Semester - . 2012
GED an LLER meste 1 01072013 | 040122013 | 081062013 | 25 » | A
Room No: 14
Admit After Start? ional Area fonal Setting Schedule Provider
) | Won: 08:00am - 10:00am )
Yes GED Classroom/ Distance Education | yory 02000 ~ 10008 | A pa L EARNNG (Code: T0002)

Class Attendance by Group

s | Pt o G o Lem o fen o G Spew  fwgmew o G o Pt | oaeer
1

1 gi:g‘"- 0241411858 ;;.';07 08282012 2 240 [ororaors [ Y ;

2 :::gﬁn 02/02/1882 :;;;034 02/16/2012 1 120 |gz1wzg13 |E |04”7|,2013

E j!VES“'u"‘E 09/19/1981 g‘i&wo 0712012 2 220 |o1110:2012 |‘:§ |

4 :::";":im' 04/17/1979 :;g(ma 04012013 1 120 [o212013 |":§ [

#—> | Save ResetForm Cancel

Enroll New Participants New Search

Image 3.5c



1. Class Exit Date - Enter the last date the Participant(s) attended the Class. A
confirmable warning message will display if attendance hours exist in a month after
the entered Exit Date.

2. Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

3. Delete - If checked, this function deletes the Participant(s) from the Class. If
attendance hours have been entered, it will delete the Participant’s hours from the
Class. Delete should only be used to remove Participants who were either
incorrectly enrolled into a Class or never attended the Class.

4. Click Save to update the Participant’s record with the changes and the
Enter/Update Class Enrollment by Group screen is redisplayed (Image 3.5c)

Enter/Update Class Enrollments by Group

= Warning for Participant: HANKS, HAROLD DOB: 02/02/1982: ) ) )
There are Attendance records attached to this enroliment. They will be deleted if you click on ‘Confirm’ at the end of this page.
= If the information you entered is correct. please ‘Confirm’ to submit the record

2———» Confirm Reset Form Cancel

Enroll New Participants New Search

Image 3.5d

1. When deleting Participant(s) who have Attendance hours, a warning message is
displayed. Delete removes attendance for all months. When exiting Participants
who have attendance hours entered after the exit date, the same message will be
displayed but also showing the Attendance months affected.

2. Click Confirm to delete the Participant(s) from the Class and to delete their
Attendance hours (Image 3.5d)

By Participant: Click onthe By Participant link. Once the Participant has been selected
from the Search Results screen, the system will navigate to the Participant’s Enter/Update
Participant Class Enrollments screen.

PY Beginning EFL Ending EFL Attended Hours
2012 ABE Beginning ABE Literacy ABE High Intermediate Basic Ed. | ABE 0
ESL High Intermediate ESL EsL Advanced ESL EsL 50
Class Program Year: 2012 Enrolied Class # 1 - Class Provider: AURA LEARNING (Code: T0002)
Class Class Instruct . Class Location - Scheduled | Attended | L1255 Class
ass llame Number nstructor srm Room No Hours Hours e End Date
AURA LEARNING CENTER
GED 301 MILLER Somech 1 120 0 01/07/2013 | 06/06/2013
MAR Winter
Room Ho: 14
Enroll: Exit: / Passed Class?: e lon: 0300z - 0:00am
DiMDR013 [ 4i172013 i «—2 Schedule: | o048 008M - O vetetes
Planned Gap #1
Begin Date: | 1011672012 EndDate: | 011092013 Hotes: No classes offered
Class Program Year: 2012 Enrolied Class # 2 - Class Provider: AURA LEARNING (Code: T0002)
— Class D o Class Location - Scheduled | Attended | 125 Class
lazs lame Number nstructor erm Room No Hours Hours e End Date
= AURA LEARNING CENTER
orng |2 JOHNS, JOHN | Semester - Fall | 1 100 50 07INN/2012 | 081302013
Room Ho: 101
Enroll: Exit: Passed Class?: Class g
} - iV
07012012 L ] 0 Schodule: | Flex Schedule i¥]i Delete?
/ Save Reset Form Cancel 3
4
‘——____"“ Save and Enroll in New Class?

Image 3.5e
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1. Class Exit Date - Enter the last date the Participant(s) attended the Class. A
confirmable warning message will display if attendance hours exist in a month after
the entered Exit Date.

2. Passed Class - Once the Participant is exited from the class, check the Passed Class
box if the participant passed the class curriculum

3. Delete - If checked, this function deletes the Participant(s) from the Class. If
attendance hours have been entered, it will remove the Participant’s hours from the
Class. Delete should only be used to remove Participants who were either
incorrectly enrolled into a Class or never attended the Class.

4. Click Save or Save and Enroll in New Class to update the Participant’s record with
the changes (Image 3.5€)

Section 3.6 - Planned Gaps in Service

Planned Gaps are found within the Participants tab. (Image 3.6a)
A Planned Gap is a planned break in the Participant’s services. Local programs must track
gaps in services that will be 90 days or more in length to keep the Participant’s Registration
active. This must be done because USDOE requires all Participants to be program exited
after 90 days of no service and who have no additional planned services. See Chapter 5; 90
Day System Exits. Following are a few examples of when a Planned Gap can be used:

e Lengthy illness, transportation, or work conflict issues

e Summer break

e Next class is not offered within 90 days

Participants Provider Admin Reports Special Functions
Registration
Assessments
Class Enrollments

Class Attendance

Planned Gaps

Program Exits

Follow Up

Image 3.6a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Planned Gap History screen.

Planned Gap guidelines:
e A Planned Gap can extend into the next Program Year for continuing
Registrations
e APlanned Gap is limited to 180 days
e APlanned Gap and a Class Enrollment cannot overlap
e A Participant cannot have two consecutive Planned Gaps. The
Participant must have a Class Enrollment between Planned Gaps.
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Planned Gap History

Registration ID | Participant Name Local Stud. No Status

Mo dsts available in table

Active as of 07/01/2012 | AURA LEARNING (Code: T0002)

11940656 JULE JWES ALC-R00010
Click on the 'II¥ link to view/update that Planned Gap record
Row # - ] b Begin Date Z End Date b

Record Provider

-

Notes Z

| 1 * Enter New Planned Gap

Image 3.6b

1. Click Enter New Planned Gap to enter a new Planned Gap record for the Participant

(Image 3.6b)

Create Planned Gap

Registration ID  Participant Name | Local Stud. No Status

Record Provider

More than 90 days becween classes.

"

3
= Notes:

Record Created on:
Record Last Updated on:

Record Last Updated by:

11940656 JULIE JWES ALC-RO0010 Active as of 07/01/2012 | AURA LEARNING (Code: TOOOZ)
= Begin Date: 10/01/2012 [ e q
= End Date: 01/06/2013 || +—— 2

Cancel

4 —l' Reset Form

Image 3.6¢

1. Begin Date -The first date of the Planned Gap
2. End Date - The last date of the Planned Gap

e Begin and End Planned Gap dates cannot overlap any Class Enrollment dates.
3. Notes - Provide a descriptive note as to the reason for the Planned Gap

4. Click Submit to save the new data (Image 3.6c)

Planned Gap History

‘ = The Planned Gap information was successfully saved in the database. #———1

Registration ID | Participant Name | Local Stud. No Status

Active as of 07/01/2012 | AURA LEARNING (Code: TO00Z)

11940858 JULIE JIVES ALC-ROOOMD
Click on the "I}V link to view/update that Planned Gap record
2
Row # =« \ 1] i Begin Date s End Date s
1 1078077743 10/01/2012 01/06/2013

Record Provider

Notes <
More than 80 days between classes.

Image 3.6d
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1. A confirmation message will display if the Planned Gap is successfully saved. A
detailed error message will display if the Planned Gap cannot be saved.

2. Alink to the Planned Gap will be available to update or view the Planned Gap
details. (Image 3.6d)

8/1/2012 /2012 /’1312"‘7 11.41/2012 121/2012 1/1/2012 2/1/2013 31/20132 4/1/2012
3 Ly W2E2012
Beginning EFL Ending EFL Attended Hours
2012 ABE Beginning ABE Literacy ABE High Intermediate Basic Ed. ABE o
ESL High Intermediate ESL ESL Advanced ESL ESL 50
Class Program Year: 2012 Enrolled Class #1 - Class Provider: AURA LEARNING (Code: T0002)
cl " Class Instruct T Class Location - Scheduled Attended glas_s Class
ass flame Number nstructor erm Room No Hours Hours e%'e” End Date
AURA LEARNING CENTER
GED 301 H"‘EER Efmem" 1 120 0 01/07/2013 | 0B/06/2013
A Winter
Room No: 14
Enroll: Exit: Passed Class™T: Class "'_“r"-' ”d UU%'UUUUam - 10:00am
oifoR01s o 04/17/2013 ] Schedule: | yppo S00eT O petete?
1 ——— planned Gap #1
Begin Date: 10182012 End Date: 01/0%2013 Notes: No classes offered
Class Program Year: 2012 Enrolled Class # 2 - Class Provider: AURA LEARNING (Code: T0002)
cl N Class T T Class Location - Scheduled Attended glas_s Class
ass Hame Number nstructor erm Room Ho Hours Hours DZ%'; End Date
EsL AURA LEARNING CENTER
_G_ORING 201 JOHNS, JOHN | Semester - Fall 1 100 50 07/01/2012 | 06/30/2013
Room No: 101
Enroll: Exit: Passed Class™: Class
oTi01Z12 [ T [l Schedule: Flex Schedule
Image 3.6e

Once a Planned Gap record is saved, the Planned Gap can also be viewed on the Class
Enrollment By Participant screen. This screen provides a full picture of the Participant’s
activity from their Registration Date up to the end of the current Program Year.
1. APlanned Gap record displays in a different color from Class Enrollments. A link to
the Planned Gap record is available to Update or View the Planned Gap details.
2. Atimeline is viewable as a quick reference tool to view Enrollments, Gaps, and
Unplanned Gaps in Service
3. By doing a mouseover the bullet points, a date will display. These dates are one of
following: (Image 3.6€)
e Begin Date for a Class
e Exit Date for a Class
e Begin Date for a Planned Gap
e End Date for a Planned Gap
e Today’s date

Section 3.7 - Post - Test Assessments

Assessments are found on the Participants tab. (Image 3.7a)
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Participants Provider Admin Reports Special Functions

Registration

Class Enrollments

Class Attendance
Planned Gaps

Program Exits

Follow Up

Image 3.7a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Assessment History screen.

MAERS Assessment - Assessment History
Registration ID | Participant Hame | Local Stud. No Status Record Provider
11840656 JULIE JVES ALC-R00010 | Active as of 07/01/2012 | AURA LEARNING (Code: TODOZ)

Click on the 'Test Name' for the Assessment you wish to view or update
Test Test . Test a Test Instructional . Test . EFL N EFL Anchor ~
PY Date ™ Name ¥ Area = Type = Module =
2012 07/01/2012 ABE/ASE Pre Test High Intermediats 4

BasicEd
2012 07/01/2012 ESL Pre Test High Intermediate ESL
2012 101012012 G sL) EsL Past Test Advanced ESL &
Showing 1 to 3 of 3 entries
Copy to clipboard Export to Excel Export to PDF Print
11— Enter New Assessment New Search

Beginning with PY 2011-12, a Participant can have up to two Assessments per Program
Year, one for services in the ABE/ASE Instructional Areas and a second for the ESL
Instructional Area. All Participants must have a Pre-Test and Post-Test for every program
year.
1. Click Enter New Assessment to enter a new Post-Test record for this Participant
(Image 3.7b)

Entering a Post-Test is the same process as entering a Pre-Test. See Section 3.2; Pre-Test

Assessments to enter a new assessment selecting Post-Test as the Test Type. (Images 3.2b
and 3.2c)
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Enter Assessment Results For:

Registration ID  Participant Name | Local Stud. No Status Record Provider

11940856 JULIE JVES ALC-R0O0010 Exited on 05/3042013 | AURA LEARNING (Code: TO002)
TestPY: TestDate: TestType: TestName:
2012 06/01/2013 | Post Test TABE(10)
Waiver: ONe  Oves * 1
Waiver Date: [ 2
Approved By:
Hame: —3
Title: — 4

Post test waivers only apply to Participants that have obtained a GED or HSD before the
post test minimum hours (CASAS = 40) & TABE(9-10) = 60 or 120 testing requirements
have elapsed. 5

Module Score Form Form‘Nc,_/ EFL
LANGUAGE v - None
READING v - None
EE B o =2 |
Comments:
Hours Between PRE Testand POST Test: 20  Instructional hours are showing as more than 12 but under
the required minimum hours for the selected test,
gl Oon i By i 1 Provider
07/01/2012 PROVIDER ADMIN | AURA LEARNING (Code: T0002)
K *  Submit Reset Form Cancel

Image 3.7c

Based on the number of Attendance Hours entered between the Pre-Test and the
Post-Test for a Participant, Post-Test Minimum Hour Waiver data items may be
displayed. (Image 3.7c) Refer to the Assessment Policy in the Adult Education
Website for additional details on required Post-Test hours.
Note:
e Beginning Program Year 2011-12, the Post-Test minimum hours requirement
may be waived under the following criteria:
>Participant must have GED or HSD selected as an Instructional Area within
their Registration AND
>Attendance Hours must be equal to or greater than 12 hours of instruction within the
ABE/ASE instructional area between tests but less than the minimum hours required
for the selected Post-Test AND
>Participant must have passed the GED or earned a High School Diploma and the
attainment must be entered in the Follow Up module AND
>Waivers must be approved by the Program Director
Click the applicable response of No or Yes for an approved Waiver
2. IfYesis selected, enter the Waiver date which is the date of approval by the
Program Director

=

Note:
e IfNo is selected, this indicates a Waiver is not approved. The Post-Test then cannot be
entered due to the lack of instructional hours.
3. Enter the Name of the Program Director (Name must include a minimum of four
characters)
Enter the Title of the person approving the Waiver
Enter the test scores of the modules where instruction was provided
Click Submit to save the new data

AN
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Note:

e Ifyou feel a Waiver was received in error, navigate back to the Attendance screen and

verify the attendance hours have been entered correctly. See Section 3.4; Monthly

Attendance By Group and By Participant.

Enter Assessment Results For:

Registration ID  Participant Name Local Stud. No Status Record Provider
11540655 JULIE JIVES ALC-RO00M0 | Exited on 05/30/2013 | AURA LEARNING (Code: TO002)

Test PY: | Test Date: Test Type: | Test Name:

2012 06/01/2013 | Post Test | TABE(10)
Module Score Form Form No.
LANGUAGE | | [ v|
READING | | [ v

Comments:

Hours Between PRE Test and POST Test: 50 oo 1

On i By i ion Provider
omizmz PROVIDER ADMIN | AURA LEARNING (Code: TOOOZ)

—_— .
2 Submit Reset Form Cancel

Image 3.7d

If a Post-Test Waiver is not displayed, enter the Post-Test scores as shown in the Pre-Test
Assessment module. See Section 3.2; Pre-Test Assessments. (Images 3.2b and 3.2c)

1. The total of Attendance Hours by Instructional Area (ABE/ASE or ESL) between the

Pre and Post-Test will display. If the Participant has not attended the required
hours for the Post-Test selected, an error message will display once the Submit

button is clicked. (Image 3.7d)
2. Click Submit to save data for the new Assessment

Section 3.8 - Program Exits

Program Exits is found on the Participants tab. (Image 3.8a)

Participants Provider Admin Reports Special Functions
Registration
Assessments
Class Enrollments

Class Attendance

Planned Gaps

Program Exits

Follow Up

Image 3.8a
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Once the Participant has been selected from the Search Results screen, the system will

navigate to the Participant’s Update Program Exit screen.

Update Program Exit

Registration ID | Participant Name | Local Stud. No Etatus Record Provider
11940555 JULE JIVES BLC-R00010 ExRed on 05012013 | AURA LEARNING [Code: TOOXZ)
ﬂutcnms Mhlmmms Status at E‘It _
Defautt Primary Goal attsinmant Participant Sslacted Goal Attainment: Ssiect ALL Outcomss a5 applicabls.
Duteoms PY | attsinsda? Outeoms Attained ¥
morove Szshe LReracy Sullls | 2012 | Mo Acrik English Languzgs Profickns (E5L only) O
lish Skllls 2012 | s
mera Eng = [Pzss One or kane OMclal GED Tests B
ARzl High School Diploma Credis ]

Zacondary Outeomsas: Sskect ALL ODutcomss as applicabls.

Duteoms Attained?
Reduction In Recelpt of Public Asslstance D
Azl CREZENEND Sillls |
Woling Benavar O
eneral imoiement In Communfy Acihities O
| Hup-nunuqumniqmntnsem:” im0 ves
Invotvemsnt In Chikiren's Edusstion Inersassd Contast VUIth Childrsn's Tesehars: | ©img O ves
Bacame Mors Invoheed In Children’s School sctivitles: || Ciag (Dves
| Feead to Chilldran: “ Cimn 10 ‘(asl
Involvement In Childran’s Litaracy Related sctivities Visted Library: || i mo (0 ves
Purchassd Books o Magazinss: || (Than ) oves
Acriles Work-Szssd Project Leamer Goals O
oiner Gozl O
Reglstarsd By Providsr Program Exit Changed Dats
PROVIDER ADMIN | AURA LEARMING (Code: TO0DZ) | 077202012
Update Reset Form Cancel
MNext Tab »
Image 3.8b

The Program Exit screen is divided into three tabs. All three tabs are a part of one record.
Data entered will remain on all tabs until Update is clicked. Clicking on Cancel or the back
button will not save the entered data.

Outcomes

Achievements

Status at Exit

’Defatlll’rinaryﬁnd i Partici Goal A Select ALL Outcomes as applicable.
/ Outcome PY | Attained? Outcome Attained?
//Imprwe Bagic Literacy Skils | 2012 | No Achieve English Language Proficiency (ESL only) O
Improwve English Skillz 20M2 | Ye= K
Pass One or More Official GED Tests O
Attain High School Diploma Creditz |:|

Image 3.8c

58



1. Default Primary Goal Attainment - Default goals are automatically displayed.

These are based on the Instructional Areas selected in the Participant’s Registration.

Attainment is based on EFL Gains determined by the Pre and Post-Test scores.

(Image 3.8c)

2. Participant Selected Goal Attainment - Select all Primary Interim Goals attained

by the Participant (Image 3.8¢c)
Note:

e Thelist that displays is based on the Primary Goals selected within the Participant’s

Registration. Subsequently, the list will vary by Participant.

Outcome

Reduction in Receipt of Public Assistance
Achieve Citizenship Skills
Voting Behavior

General Invobvement in Community Activities

Involvement in Children's Education

Involvement in Children's Literacy Related Activities

Achieve Work-Based Project Learner Goals

Other Goal

Secondary Outcomes: Select ALL Outcomes as applicable.

Attained?

N

1

oiaioi;a

Helped More Frequently With School:
Increased Contact With Children's Teachers:

Became More Involved In Children's School Activities:

Read to Children: || O g Oves
Visited Library: O No O‘.’sa

Purchased Books or Magazines: O Mo O‘-'&E

]

0 «—2

CiNo
CiNo
Citi

Cves
Cves
Oves

Image 3.8d

1. Selectall Secondary Goals attained by the Participant (Image 3.8d)

2. Only check Other Goal if:

e The Other Goal was selected and described on the Participant’s

Registration AND

e The Other Goal was attained

Note:

e Secondary Goals are optional however they are looked at as a positive for the program.
These Secondary Goals are reported to USDOE.

Click on Next Tab or mouseover to Achievements tab
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Outcomes Achievements Status at Exit

High School Diploma (Required Credits specified at Entry = 20)
Total Credits Earned at Program Entry = Total Credits Earned At Program Completion
12 = —1

% of Achievement: 60% % of Achievement: Not Applicable

GED (Tests to Pass = §)

At Program Entry At Program Completion
Total # of Actual Tests Passed: |2 = Total # of Actual Tests Passed: |[5_ + 2
Total # of Practice Tests Passed: Total # of Practice Tests Passed: I:l
% of Achievement: 40% % of Achievement: 100%

Registered By Provider Program Exit Changed Date
PROVIDER ADMIN | AURA LEARMING (Code: TO0OZ) | 07/20¢2012

Update Reset Form Cancel
« Prev Tab Next Tab »

Image 3.8¢e
The Achievements tab is for Diploma Credits and GED status at exit: (Image 3.8¢)

1. High School Diploma-Total Credits Earned at Program Completion applies to
Participant’s with the HSD Instructional Area selected in their Registration. Enter
the total credits earned by the Exit Date. Once Update is clicked, the % of
Achievement will display.

2. GED-AtProgram Completion-Total # of Actual Tests Passed applies to ALL
Participants. Enter the number of actual tests passed by the Exit Date. Entering the
Number of Practice Tests Passed to Date and the OSSID is optional.

Click on Next Tab or mouseover to Status at Exit tab

Outcomes Achievements Status at Exit

Beginning EFL Ending EFL Attended Hours
ABE | 2012 | High Intermediate Basic Ed. | ABE ABE 50 — 1
ESL | 2012 | High Intermediate ESL ESL | 2012 | Advanced ESL | ESL 45

Exit Status: | v — 2

See enlarged dropdown list below
Exit Status Date: [|_[_/ ] e— 3

REASON(S) FOR SEPARATION 4

linessilncapacity/Pregnancy: (ONo O Yes Lack of Dependent Child Care Resources: ONo O Yes
Lack of Transportation Resources: (O Mo O Yes Family Problems: (Mo (O Yes

Time andior Location of Services NotFeasible: ONe  OYes  Lack of Interestinstruction Not Helpful: O o O'es

Moved: ONo Oves Entered Employment: (ONo  (OYes

Work Conflictt. OnNo O Yes Incarcerated: ONo  OYes

Deceased: OMo  OYes Other Known Reason: (Mo (OYes

Unknown: ONe OvYes No Service 90 Days: ONo  O'es
Registered By Provider Program Exit Changed Date | o 4

PROVIDER ADMIN | AURA LEARNING (Code: T0002) | 07/20/2012

5 —— Update Reset Form Cancel

« Prev Tab

Exit Status: A

3 |Participant Completed and Does Mot Plan to Continue
Participant Separated Before Completion

Image 3.8f
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The Status at Exit tab provides information on gains and collects data on exit reasons:
(Image 3.8f)

1. EFL Gains are now displayed by Instructional Areas. EFL Gains are determined by
Pre and Post-Test Assessment scores that can continue across Program Years. The
very first pre-test taken will display and the very last post-test taken will display.

2. Exit Status - Reason for leaving the program. Dropdown selections include
Participant Completed and Does Not Plan to Continue and Participant
Separated Before Completion.

3. Exit Status Date - The date the Participant exited the program.

e Ifa Participant is without services for 90 days, they will be System Exited. Refer to
Chapter 5; 90 Day System EXxits.

4. Reason(s) for Separation - If the Exit Status is Participant Separated Before
Completion then one or more Reason(s) For Separation must be selected

5. Program Exit Changed Date - If the record is updated, then this date will be
updated with the current date

6. Click Update to save updated data across all tabs

Note:

e The term Completed/ Completion refers to a Participant who completed the

instructional period and/or made an educational gain or attained the goal.

Tip:
e Once Participants have been program exited, it is very important to run the Follow Up
Selection Report (AEFOLSEL). This report will list Participants who require follow up.
Refer to Chapter 6 - Reports.

Section 3.9 - Follow Up
Follow Up is found on the Participants tab. (Image 3.9a)
Tip:

e The Follow Up module can only be accessed once a Participant has exited the program,
has a measurable goal, and has 12 or more instructional hours.

Participants Provider Admin Reports Special Functions

Registration

Assessments
Class Enroliments
Class Attendance
Planned Gaps

Program Exit

Follow Up

Image 3.9a

Once the Participant has been selected from the Search Results screen, the system will
navigate to the Participant’s Enter/Update Follow Up screen.
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The following error messages could be received if Follow Up is not required for the
Participant at all or at this time. Please read all error messages carefully. (Images 3.9b)

Error

« Entering Follow Up data for this Participant is allowed only after they have exited.

Error

¢ Follow Up for this Participant is not required. The Participant has under 12 hours of instruction.

General Obtain GED Ohbtain H5D Enter Post Sec. Educ, Obtain Employment Retain Employment
| ] I I | |t |
General Data
= Participant took all 5 GED tests ¥ Y —
Ded the Participant siop attending classes for any reason?: []
I yes, wihy i the Participant siop attending
***\arning: Sysiem accepts upio 400 characlers only (aboul 5
SEAMERCES)" ™"
Has the Partcipant re-enfolled in adull education classes™ [
It yes, what is the name of the school?;
Suggestions and Status
Ded the Participant have any suggestions for improvement?;
"Warning: Sysiem accepls up i 400 charaders only (aboul 5
sentences)***
2 ——— Overall Status: InProgress . 1 of 4 lotal MRS Cohorls have been followed up
3 —*  Update Resat Form Cancel
Next Tab »

General tab:

The Follow Up screen may have up to six tabs. (Image 3.9c) The displayed tabs are part of
one record. Data entered will remain on all tabs until Update is clicked. Unlike the other
tabbed modules, Follow Up for each tab may be completed at different times once a
Participant exits the program. Due to this, the Update button must be clicked when just one
of the tabs is completed. Only the applicable cohort tabs will appear based on the
Participant’s Status at Entry for that exiting year.

Note:

e The General tab will be available to complete for all exited participants, whereas the
other measurable performance cohort tabs will only appear and be required based on
the Participant’s status for that exiting year. Examples: 1)If the Labor Status for the
exiting year is ‘Employed’, then the Retain/Improve Employment tab will display. 2)If
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the HSD # of Transferrable Credits Previously Earned for the exiting year is at 50% or
more, then the Obtain HSD tab will display.
For the General tab, most questions are optional; however, it is valuable to collect as much
information as possible during the Follow Up survey.
1. Participant took all five GED tests - This question must be answered for every
Participant. When Yes is selected, the Obtain GED cohort tab will appear.
2. Overall Status - This keeps the user informed of how many cohorts are left to
follow up
3. Click Update to save updated data

If another tab is displayed, click on Next Tab or mouseover the tab to display the next tab.

Genaral Obtain GED Obiain H5D Enter Paost Sec. Educ. Obtain Employment Retain Employment

Obtain a GED Follow Up Data
Unabie 1o Contact Participant after fowr attempts. 7 D
Refused o Participate in sursey 7 [
Dl thie Parscigant obLain ther GED?: o
Date Participant was contacted:

ot Participant obtanad their GELD; 2 )

Update Rasit Form Cancel

Image 3.9d

Obtain GED tab (Image 3.9d):
e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed
o Refused to Participate in survey — Check this box if the Participant
refuses to participate in the survey
¢ Did the Participant obtain their GED — Select Yes or No from the
dropdown selections
Note:
e [fa Post-Test minimum hour waiver is needed, the Participant must be program exited
first with a completed GED or HSD follow up with a “Yes” before entering in the Post-
Test Waiver Assessment.
e Date Participant was contacted - Enter the date the Participant was
contacted. This date must be after the Status Exit date.
e Date Participant Obtained their GED — Enter the date the Participant
obtained the credential
Note:
e GED Cohort data can be updated through the end of October 25 following the
Program Year ending June 30t
Click Update to save updated data.

If another tab is displayed, click on Next Tab or mouseover the tab to display the next tab.
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General Obtain GED Obtain HSD Enter Post Sec. Educ. Obtain Employment Retain Employment

b

Obtain a High School Diploma Follow Up Data
Unatie to Contact Participant after four atbempts 7 ]
Ritfusied 1o ParBcipate in Surny 7: [
i thee Participant obtain their H307:  Yes
Date Participant was contacted: 05012013

Drate Participant obtained their H50: 050172013 =5

Update Hesal Form Cancel

Image 3.9¢

Obtain HSD tab:
HSD data is required if the Participant has 50% or more of their transferrable high school
credits for the program exit year. (Image 3.9¢)
e Unable to Contact Participant after four attempts - Check this box if
four attempts at contact have failed
¢ Refused to Participate in survey — Check this box if the Participant
refuses to participate in the survey
e Did the Participant obtain their HSD — Select Yes or No from the
dropdown selection
Note:
e Ifa Post-Test minimum hour waiver is needed, the Participant must be program exited
first with a completed GED or HSD follow up with a “Yes” before entering in the Post-
Test Waiver Assessment.
e Date Participant was contacted — Enter the date the Participant was
contacted. This date must be after the Status Exit date.
e Date Participant Obtained their HSD — Enter the date the Participant
obtained the credential
Note:
e HSD Cohort data can be updated through the end of October 25 following the
Program Year ending June 30..
Click Update to save updated data.

If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.
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General Obtain GED Obtain HSD Enter Post Sec. Educ. Obtain Employment Retain Employment

Dud the Participant enroll in a college or woCatbonal educational

Enter Post Secondary Education Follow Up Data
Unabie to Contact Participant after four attempds 7= []

Ritfused to Participats in survey 7 [

PEOTAM 72

Date Participant was confacied:

If the Participant enrolled in a Postsecondary Program, please enter the school information:

Dhati: Partcipant was enrollid in & collépe or wocational
aducational program since compheting their classes:

School Mamie:

Addressi:

fddress i

Cityz

State:

fipc

Contact Mame:

Contact Phone:
Alternate Condact Mame:s

Alternabe Contact Phone:

Update Reset Form Cancel

Image 3.9f

Enter Post Sec. Educ. tab:

Post Secondary Education Data is required if the Participant has already earned a GED/HSD
prior to entry, or they obtain their GED/HSD credential at exit to the program. (Image 3.9f)

Notes:

e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed

¢ Refused to Participate in survey - Check this box if the Participant
refuses to participate in the survey

¢ Did the Participant enroll in a college or vocational educational
program — Select Yes or No from the dropdown selection

e Date Participant was contacted - Enter the date the Participant was
contacted. This date must be after the Status Exit date

If “Yes” is selected, then the school information is required

If “No” is selected or the Participant was unable to be contacted through October 25t
following the Program Year ending June 30, then a second follow up on
Postsecondary Education is required the next Program Year. A Post Sec Educ (Yr #2)
tab will display as read only. Follow Up data can then be entered in the Program Year
following the exit Program Year. Please refer to the Follow Up Manual located in the
Adult Education website. (Image 3.9g)
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General Obtain HSD I Post Sec. Educ. I Post Sec. Educ. (Yr# 2)

Enter Post Secondary Education (Yr# 2) Follow Up Data

Note: "Enter Post Secondary Education (Yr# 2)" follow-up data can only be entered starting 07/01/2013.

Image 3.99
Click Update to save updated data.

If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.

General Obtain Employment Retain Employment

Obtain Employment Follow Up Data

Unable to Contact Participant after four attempts 2: []

Refused to Participate in survey 2: []

Did the Participant get a job while attending classes or before
09/30/2011 %:

Date Participant was contacted: :.!j
If the Participant got a new job, enter the employer information:

Date Participant got the job: ]

Employer Name: |

Address:|

Address2: |

city: |
stater| |

Contact Name: | |

Alternate Contact Name: | |

Aternate ContactPhone:| |

Update Reset Form Cancel

Image 3.9h

Obtain Employment tab:
Obtain Employment Data is required if the Participant has an employment status of
Unemployed for the program exit year. (Image 3.9h)
e Unable to Contact Participant after four attempts — Check this box if
four attempts at contact have failed
e Refused to Participate in survey - Check this box if the Participant
refuses to participate in the survey
e Did the Participant get ajob — Select Yes or No from the dropdown
selection
e Date Participant was contacted — Enter the date the Participant was
contacted. This date must be after the Status Exit date.
Notes:
e If“Yes” is selected, then the employer information is required
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Obtain Employment Cohort data can be updated through the end of the quarter
following the contact quarter. Please refer to the Follow Up Manual located in the
Adult Education website.

Click Update to save updated data.

Cheneral teinin | mploymern | R Emphoymant

Retain {or Improve) Employment Follow Up Data
Hiote: “Fetain ErsploymentCurnent Job™ Todloe-up data Lan only be enfered starteng 049102013
Tt “Foosllo Whp Stubun™ will remain Tn Progress’ until all relabed bollosy up: daty has besn enbered
Unabile 1o Contsct Paticipant slter four stiempts 7

Refuied bo Particnpits in Lafoy 7

It Partszipant had @ jobs when starting their classes, wene
thery st working betveen BLT1T017 and G001

Duats Farticipant sas corached
I the F‘.!I'HI'_IFHI'IE retained or improseed thedr Fﬁ. enter the EI'I"IHQ‘I'E'F information:
Cuate Participant retained their job™
Empioyer Nasa
Addreas

Addre4sl

Confac! Namt
Condact Fhons
ARerruabe Contact Nasss

KRpdvuate Comiaet Phins

Update Rirt#l Fesm Carwe

Image 3.9i

Retain Employment tab:
Retain Employment data is required if the Participant has an employment status of
Employed for the program exit year, or an employment status of Unemployed for the
program exit year with a positive employment follow up result. (Image 3.91)

If another tab is displayed, click on Next Tab or mouseover that tab to display the next tab.

e Unable to Contact Participant after four attempts — Check this box if

four attempts at contact have failed

o Refused to Participate in survey — Check this box if the Participant

refuses to participate in the survey

e IfaParticipant had a job...were they still working — Select Yes or No

from the dropdown selection

e Date Participant was contacted — Enter the date the Participant was

contacted. This date must be after the Status Exit date.

For Example in the screen print above, the Participant was placed in the Obtain
Employment cohort. When contacted for Follow Up, the Participant reported they were
“Employed”. When the yes box is updated on the Obtain Employment tab, the Participant
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is now subject to the Employment Retention check. The Retain Employment tab then
automatically displays. In this example, the yellow highlighted message indicates that
Follow Up is required, but can only be collected during the specified dates. The windows
will open for data entry when the date is within the date range displayed.
Notes:
e If“Yes” is selected, then the employer information is required
e Retain Employment Cohort data can be updated through the end of the quarter
following the contact quarter. Please refer to the Follow Up Manual located in the
Adult Education website.

Click Update to save updated data.
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Chapter 4 - Class Copy Functions

In this chapter you will learn the following:

Section 4.0 - Where to find Class Copy Functions

Section 4.1 - Copy Instructors into the Next Program Year

Section 4.2 - Copy Locations into the Next Program Year

Section 4.3 - Copy Courses into the Next Program Year

Section 4.4 - Copy Classes with Enrolled Participants into the Next Program Year
Section 4.5 - Copy Classes without Participants into the Next Program Year

Section 4.0 - Where to find Class Copy Functions

Class Copy functions are found in the Provider Admin tab. (Image 4.0a)

Participants Provider Admin Reports Special Functions

Instructors

Locations
Courses

Class Setup

Copy to next PY Instructors

/ Locations

Courses

Classes

Image 4.0a

Section 4.1 - Copy Instructors into the Next Program Year

Click on the Copy to next PY link within the Provider Admin tab, and then click on the
Instructors link. Current Instructors can be copied from the prior program year between
the dates of April 1st of the current Program Year to March 31st of the following Program
Year.
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Instructor Copy

From/To Program Year: Provider:
1 * | 20112012 AURA LEARNING (Code: TOOOZ)
2
Show entries Search:
Row# . Instrugtor ~ Local Instructor No = Instr. Areas = Position & Status o Copy? =
1. LEE, LARRY AL-0005 ABE Full Tims Active
2. PHELPS, PAUL AL-0007 ESL Unpaid Voluntesr Active
3 STEWART, SALLY AL-0006 HSD, GED Part Time Active O

Showing 1 to 3 of 3 entries
Copy to clippboard Exportto Excel Exportto PDF | Print

4 New Search Cancel

Image 4.1a

1. The header will provide the current year and next Program Year information

2. Toview or update a current Instructor record, click on the Instructor Name link
from the Instructor column

3. To copy an Instructor record into the next Program Year, check the Copy box.
Multiple records can be copied at one time.

4. Click Submit to copy the record into the new Program Year (Image 4.1a)

Copying a record into the next Program Year will always navigate to a Search Results
screen. This allows the record to then be updated and activated as needed. (Image 4.1b)

5

Instructer Search Results

+ Copied a total of 2 out of 2 selected Instructor records from PY: 2011 to PY: 2012. All these are in Inactive status until each record
is reviewed and approved.

Program Year: Provider:
1 2 | 20122013 AURA LEARNING (Code: TODOZ)

Click on the 'Instructor’ column to update the existing Instructor record.

Show entries Search:

Row# . Instructor & Local Instructor No s Instr. Areas s Position & Statu: s
1. JOHNS, JOHN ToO1 GED Unpaid Volunteer Adlive
2. LEE. LARRY AL-D005 ABE Inactive
3. /M\LLER‘ MARY To02 ABE, HSD, GED Full Time Active
4. 4 FHELFS, FALL AL-DOOT ESL Inactive
5. WALTERS, WILLIAM TOO2 ABE, ESL Part Time Active

Showing 1 to 5 of 5 entries
Copy to clipboard Exportto Excel Exportio PDF Pnnt

5 ———4 Add Instructor New Search

Image 4.1b
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Notes:

A confirmation message regarding the copied records is displayed

The header will provide the Program Year to which the record has been copied

The Status column displays those records that need to be activated

To view and activate the new Program Year record, click on the Instructor Name
link from the Instructor column. This allows you to view and update the Status to
Active. When the record is updated, the system will navigate back to the Search
Results screen so other records can be activated if needed. See Chapter 2, Class
Functions; Section 2.2, Instructor Data Entry.

To Add a new Instructor, refer to Chapter 2, Class Functions; Section 2.2, Instructor
Data Entry

Multiple Instructor records can be copied at one time. However, only one record can
be updated at one time.

When copying an Instructor record, all data fields will be prefilled with the exception
of Instructional Experience. This field will only prefill if the previous year entry was
More than three years. Although data copies over, the Instructor Status still needs to
be set to Active to be used in a Class. All other information should be updated as
needed.

Section 4.2 - Copy Locations into the Next Program Year

Click on the Copy to next PY link within the Provider Admin tab, and then click on the
Locations link. Current Locations can be copied from the prior program year between the
dates of April 1st of the current Program Year to March 31st of the following Program Year.

Location Copy

1 FromiTo Program Year: Provider:
—_—
2011-2012 AURA LEARNING (Code: TODOZ2)
2

Show |10 ¥ | entries Search:

Row# Locatio Primary Contact Contact Phone Mailing Address Status Copy?

P e " (517 BEE. 111 Aura Center P

1. AURA SENICR CENTER LUTZ, LINDA {517) 555-1111 P Active

= P i) - - Y . 555 Center St D

2 AURA COMMUNITY HALL LUTZ, LINDA {517) 555-1111 e (T E Active
Showing 1to 2 of 2 entries

Copy to clipboard Export to Excel Exportto PDF  Print

3

4 —I- New Search Cancel

Image 4.2a

1.

The header will provide the current year and next Program Year information
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To view or update the current years Location record, click on the Location Name
link from the Location column

To copy a Location record into the next Program Year, check the Copy box. Multiple
records can be copied at one time.

Click Submit to copy the record into the new Program Year (Image 4.2a)

Copying a record into the next Program Year will always navigate to a Search Results
screen. This allows the record to then be updated and activated as needed. (Image 4.2b)

W

Notes:

Location Search Results

« Copied a total of 2 out of 2 selected Location records from PY: 2011 to PY: 2012_ All these are in Inactive status until each record is
reviewed and approved.

\ Program Year: Provider:
—F | o122 . "
2 2012-2013 AURA LEARNING (Code: TO002)

1

Click on the "Location’ column to update the existing Location record.

Copy to clipboard Exportic Excel Exporito PDF Print

Show |10 ¥ entries Search:
Rowd# Location Primary Contact Contact Phone Mailing Address Status

111 Canter )

AURA LEA - (517) 555-1212 Active

1. AURA LEARNING CENTER 1 JOHNS, JOHN (517) 551212 Lo 4212 ctive
- 11240 Swan Cresk )

2 AURA COMN c n M (969) 842-2323 Active
2 AURA COMMUNITY CENTER 1 KIMMERS, KIM 1969) 842 Lamans 1 d30na ctiv

3. AURA HIGH SCHOOL 1 KLINE. KERRY {989) 842-1111 e B Adtive

Lansing, MI 48913

4 AURA SENIOR CENTER LUTZ, LINDA (517) 5551111 111 Aura Caniar Insctive
Lansing, MI 48813

E hURA COMN A A (517} 555- 585 Cantar St Fo
5. FAURA COMMUNITY HALL LUTZ. LINDA {517) 555-1111 el Inactive
Showing 140 & of & entries

3
4

5 ——————p Add Location New Search

Image 4.2b

A confirmation message regarding the copied records is displayed

The header will provide the Program Year to which the record has been copied

The Status column displays the records that need to be activated

To view and activate the new Program Year record, click on the Location Name
link from the Location column. This allows you to view and update the Status to
Active. When the record is updated, the system will navigate back to the Search
Results screen so other records can be activated if needed. See Chapter 2, Class
Functions; Section 2.3, Location Data Entry.

To add a new Location, refer to Chapter 2, Class Functions; Section 2.3, Location
Data Entry

Multiple Location records can be copied at one time. However, only one record can be
updated at one time.

When copying a Location record, all data fields will prefill. Although data copies over,
the Location Status still needs to be set to Active to be used in a Class. All other
information should be updated as needed.
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Section 4.3 - Copy Courses into the Next Program Year

Click on the Copy to next PY link within the Provider Admin tab, and then click on the
Courses link. Current Courses can be copied from the prior program year between the
dates of April 1st of the current Program Year to March 31st of the following Program Year.

4,

Course Copy

FromiTo Program Year: Provider:
2011-2012 AURA LEARNING (Code: TOO02)

1 —»

2

Show |10 ¥| entries Search
Row# Course/Name Course Number Description Status Copy?
1. 200-GED 200 GED Active

2. ABE MATH 101 Basic Math Active
Showing 1 to 2 of 2 entries
Copy to clipboard Exportto Excel Exportio PDF Print

3

4 — New Search Cancel

Image 4.3a

The header will provide the current year and next Program Year information

To view or update the current years Course record, click on the Course Name
link from the Course Name column

To copy a Course record into the next Program Year, check the Copy box. Multiple
records can be copied at one time.

Click Submit to copy the record into the new Program Year (Image 4.3a)

Copying a record into the next Program Year will always navigate to a Search Results
screen. This allows the record to then be updated and activated as needed. (Image 4.3b)
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Course Search Results

e Copied a total of 2 out of 2 selected Course records from PY: 2011 to PY: 2012. All these are in Inactive status until each record is
reviewed and approved

Program Year: Provider:

? —
\ 2012-2013 AURA LEARNING (Code: TODO2)

1

Click on the 'Course’ column to update the existing Course record.
4

Show |10 % | entries Search-
Row# Course ame Course Number Description Status

1 200-GED 200 GED Inactive
2 ABE 101 Reading, Math and Writing Skills Active
3. ABE MATH 101 Basic Math Inactive
4. ESL TUTORING 201 English Language Instruction through EFL 4 Active

GED 301 GED Test Preparation 3 Active
-3 HSD 401 Science and Technaology Active

Showing 1 to 6 of 6 entries

Copy to clipboard Exportto Excel Exportto PDF Prnint

§ —* Add Course New Search

Image 4.3b

A confirmation message regarding the copied records is displayed
The header will provide the Program Year to which the record has been copied
The Status column displays those records that need to be activated
To view and activate the new Program Year record, click on the Course Name
link from the Course Name column. This allows you to view and update the Status
to Active. When the record is updated, the system will navigate back to the Search
Results screen so other records can be activated if needed. See Chapter 2, Class
Functions; Section 2.4, Course Data Entry.
5. To add a new Course, refer to Chapter 2, Class Functions; Section 2.4, Course Data
Entry
Notes:
e Multiple Course records can be copied at one time. However, only one record can be
updated at one time.
e When copying a Course record, all data fields will prefill. Although data copies over,
the Course Status still needs to be set to Active to be used in a Class. All other
information should be updated as needed.

W=

Section 4.4 - Copy Classes with Enrolled Participants into the Next
Program Year

To copy a class to the next Program Year, the Instructors, Location, and Courses must to be
copied from the prior Program Year first or new records created. Once this is completed,
then classes can be copied. Refer to Chapter 4, Class Copy Functions; Sections 4.1, 4.2, and
4.3.
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Click on the Copy to next PY link within the Provider Admin tab, and then click on the
Classes link. A Program Year and filter screen is displayed. (Image 4.4a) Since classes
can only be copied between specific dates, the From and To Program Year dates will
prefill.

Copy Classes - Pick Program Year

Select the Provider and click on "Search’
= From Program Year: 2011
=*To Program Year: 2012

= Provider NameiCode: AURALEARMING (Code: TO0D0Z2)

To narrow your result set, you may also select an Instructor, Location, or Course;

Class Instructor: | Any Instructor b |\
Class Location: | Any Location v| "' 1
Course Name: |,ﬁ.ny Course V| /

2 —  Sgarch

Image 4.4a

1. To narrow the search results, select an active record from one or more of the available
dropdown lists. To display all classes, leave the dropdown selections set to Any.
2. Click on Search to view the classes.

Classes with Enrolled Participants can only be copied from the previous program year
beginning July 1st through July 31st.

To copy a class with Enrolled Participants, the following criteria must be met:
e The class must have an end date of June 30t
e One or more Participants must be actively enrolled in the class
e Attendance must be current for the active Participants through May
e A Pre-Test must be on file for the active Participants in the new program
year
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Class Copy

From/To Program Year: Provider:
2011 -= 2012 AURA LEARNING (Code: TODDZ)

1—

Copy with Participants: Instructions Copy without Participants: Instructions

To copy a Class forward into the next Program Year WITH its Togopy a Class forward into the next Program Year WITHOUT its
participants, you must first copy and activate Courses, Instructdxg, rticipants, it is recommended that you first copy Courses,
2

Locations, and Funding Seurces from the previous Program Year nstructors, Locations, and Funding Sources from the previous

(or setup new ones for next Program Year). Only Farticipants that Program Year {or setup news ones for next Program Year). The

meet all of the following criteria will be copied forward and will be copy function does the following:

enrolled into the new class « Copies the existing class' Course, Instructor, and Location

= Active in the Class on June 30th; and, information, provided they have already been copied forward into
» Aftendance is up to date through May; and, the new PY; and,

# APRE Testin the same instructional area as that of the class & Copies the Class Schedule; and,

has been entered for the new Program Year. e Copies the Class Term

Once your class is copied into the new PY, you then need to do the following:
- Update the Class Status to Active
- Review and Approve the changes
- Select the Class Funding Sources
- Click update to save the record

3 ———* Search:

# Class Description Instructor Location Term Status Copy Copy
Name - with 1 without
Class Participants * Participants
No 5
ot Available:
e P e
1 Edit Original GED JOHNS, JOHN CENTER Entry/Exit Adtive ~ No sdive D
Class Roomé#: 112-A ]
Class participants

- Course not sctive
- Locstion net adtive

Mot Available:

;::C ED- AURA SENICR N - Class does not end
2. . GED JOHNS, JOHN  CENTER Active June 30 E
Edit Criginal Fall
- Room#: - No active
o participants
- Course not active
;‘;E MATH - AURA SENICR Cpen
=5 Edit Origingl | BEsicMath LEE, LARRY CENTER EniryExit Active O
. Room#:
4 T —— Submit New Search Cancel 6

Image 4.4b

The header will provide the current year and next Program Year information
Detailed instructions are displayed for Copy into Next PY with Participants and
without Participants

For programs with multiple classes, a Search box is available

To view or update the previous year’s Class record, click on the Edit Original
Class link from the Class Name column

A check box is displayed under the Copy with Participants column if the class can be
copied into the new Program Year. If a check box is not displayed, detailed reasons
as to why the class cannot be copied with Participants is displayed.

To copy a Class record with Participants into the next Program Year, check the box
within the Copy with Participants column. Only one record can be copied at a
time.

Click Submit to create the new class record into the new Program Year (Image
4.4b)

77



3.
4,

s Class contains 3 Active Participants. Of these, (3) will be copied and enrolled into the new Class

b

Program Year: Provider: Class ID:  Number Enrolled:
z 2012-2013 AURA LEARNING (Code: TO002) | 1078188296 | 3 1

Class Enroliments by Group
Class Aftendance by Group

General Information Class Funding Class Schedule View Class Participants
= Course: 101 - ABE MATH v = Instructor: LEE, LARRY v
=>Capacity: 25 Instructor #2:
= Scheduled Hours: 120.00 Instructor #3:
= Instruction Method: Classroom / Distance Education A = Begin Date: 071012012 J
= Instructional Area: ABE v = End Date: 06/30/2013 4]
= Enroliment

= . I

Term: Open Entry/Exit v Cut Off Date: 06/30i2013 j
= Status: Inactive ¥ +— 3 = Location: AURA SENIOR CENTER v
Record Created on: 07/23/12012 01:11:28 FM Room Number:

Record Last Updated on: 072372012 01:11:38 PM
Record Last Updated by: ADMINP
— 4

Reviewed and approved by for Program Year: 2012-2013

Update Reset Form Cancel

Save and Create New

Delete Copy within PY

Next Tab »

Image 4.4c

A confirmation message regarding the copied record is displayed. If the Class was
copied but the Participants could not be copied, the confirmation would provide a
list of reasons. (Image 4.4c)

The header will display the Program Year to which the record has been copied

The class Status must be set to Active

The Class information on all tabs must be verified then the Reviewed and
Approved by must be entered

Click Next Tab to move to the Class Funding tab. See Chapter 2, Class Functions; Section
2.5, Setting Up Classes to complete the Class Setup. When the record is updated, the system
will navigate back to the Class Copy screen so other class records can be copied if needed.

Notes:

When copying a Class record, all data fields will prefill across tabs with the exception
of the Class Funding. Funding is allocated on a Program Year schedule so this does
need to be updated yearly for each Class. However, if the previous year’s Instructor,
Location, or Course for this class is not copied and activated first but other Instructors,
Locations, or Courses have previously been activated for the new Program Year, these
fields will be nullified with a dropdown selection to choose a different Instructor,
Location, or Course. All other information should be updated as needed.
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Section 4.5 - Copy Classes without Participants into the Next
Program Year

To copy a class to the next Program Year, the Instructors, Location, and Courses must to be
copied from the prior Program Year first or new records created. Once this is completed,
then classes can be copied. Refer to Chapter 4, Class Copy Functions; Sections 4.1, 4.2, and
4.3.

Click on the Copy to next PY link within the Provider Admin tab, and then click on the
Classes link. Current Classes can only be copied into the next Program Year between the
dates of April 1st of the current Program Year to March 31st of the following Program Year.

To save a copied class record without Participants, the following criteria must be met:
e Active Instructors, Locations, and Courses must already be entered or
copied from the previous program year

Class Copy

From/To Program Year: Provider:
2011 = 2012 AURA LEARNING (Code: TOD0Z)

1

Copy with Participants: Instructions Copy without Participants: Instructions

To copy a Class forward into the next Program Year WITH its To 2opy a Class forward into the next Program Year WITHOUT its
participants, you must first copy and activate Courses, Instructdsg, ricipants, it is recommended that you first copy Courses,
2

Locations, and Funding Sources from the previous Program Year nstructors, Locations, and Funding Sources from the previous
(or setup new ones for next Program Year). Only Participants that Program Year (or setup news ones for next Pragram Year). The

meet all of the following criteria will be copied forward and will be copy function does the following:

enrolled into the new class: + Copies the existing class’ Course, Instructor, and Lacation

# Active in the Class on June 30th; and, information, provided they have already been copied forward into
» Aftendance is up to date through May; and, the new PY; and,

» APRE Testin the same instructional area as that ofthe class s Copies the Class Schedule; and,

has been entered for the new Program Year. s Copies the Class Term.

Once your class is copied into the new PY, you then need to do the following:
- Update the Class Status to Active
- Review and Approve the changes
- Select the Class Funding Sources
- Click update to save the record

3 —— Search:

# Class Description Instructor Location Term Status Copy Copy
Name - with without
Class Participants Participants >
No

Mot Available:

200-BED -
200 LEARNING — - Class does not end June
1 Edit GED JOHNS, JOHN  CENTER E:(E iy Active 20 ]
Original Roomé#: 112-A o - No active participants @
Class - Course not active
- Location not active
200-GED - Not Available:
200 AURA SENIOR .
2 Edit GED JOHNS, JOHN TR ?Elrlv'\estél- i -aa_lsssdaes not end June
a
Original = " .
Al;_‘_“ Rooms ~ Mo adtive participants
o - Course not active
ABE MATH Not Available:
-101 4 AURA SENIOR Open
2 it Basic Math LEE. LARRY CENTER E:f i Active - Class has already been ]
— Rooms#: e copied into the next PY
. with its participants
Class 5

T New Search Cancel

Image 4.5a

1. The header will provide the current year and next Program Year information

2. Detailed instructions are displayed to Copy into Next PY with Participants and
without Participants

3. For programs with multiple classes, a Search box is available
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To view or update the current year’s Class record, click on the Edit Original
Class link from the Class Name column

A Class can be copied without Participants as many times as needed by the program.
Example: If a program needs to offer five sections ABE Math 101 in a Program Year,
the ABE Math 101 can be copied without Participants five times.

To copy a Class record without Participants into the next Program Year, check the
Copy without Participants box. Only one record can be copied at a time.

Click Submit to create the new class record into the next Program Year (Image
4.5b)

= Status:

Cut Off Date:

Inactive | #4——— 3 = Loc:

ation:

Copy Class
® You have asked to copy the original class for PY: 2012. Please complete the remaining information and submit your request
ha
) Program Year: Provider: Class ID: Humber Enrolled: .
2012-2013 AURA LEARNING (Code: T0002) 0
General Information Class Funding Class Schedule View Class Participants
= Course: v = Instructor: JOHNS, JOHN v
= Capacity: 25 Instructor #2:
= Scheduled Hours: 90.00 Instructor #3:
= Instruction Method: Learning Lab v =*Begin Date: ]
= Instructional Area: GED v = End Date: ]
=3
=Term: Semester - Fall v Enroliment [

AURA SENIOR CENTER

BN

Record Created on:
Record Last Updated on:
Record Last Updated by:

Room Number:

—a

Reviewed and approved by for Program Year: 2012-2013

Submit Reset Form Cancel

Save and Create New

Next Tab »

Image 4.5b

A confirmation message regarding the copied record is displayed (Image 4.5b)

The header will display the Program Year to which the record has been copied

The class Status must be set to Active

The Class information on all tabs must be verified then the Reviewed and
Approved by must be entered

Click Next Tab to move to the Class Funding tab. See Chapter 2, Class Functions; Section
2.5, Setting Up Classes to complete the Class Setup. When the record is submitted, the
system will navigate back to the Class Copy screen so other class records can be copied if
needed.

Notes:

When copying a Class record, all data fields will prefill across tabs with the exception
of the Class Funding. Funding is allocated on a Program Year schedule so this does
need to be updated yearly for each Class. However, if the previous year’s Instructor,
Location, or Course for this class is not copied and activated first but other Instructors,
Locations, or Courses have previously been activated for the new Program Year, these
fields will be nullified with a dropdown selection to choose a different Instructor,
Location, or Course. All other information should be updated as needed.
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Chapter 5 - System Exits

In this chapter you will learn the following:

Section 5.0 - What is a System Exit

Section 5.1 - Impact of System Exits

Section 5.2 - Why do System Exits Occur

Section 5.3 - How are System Exits Processed
Section 5.4 - How to Identify Upcoming System Exits

Section 5.0 - What is a System Exit

A system exit is a program exit that is automatically done by MAERS. USDOE requires that
Participants must be either enrolled in a class or have an upcoming planned gap in service
to remain active in the local adult education program. Refer to Chapter 3, Participant
Functions; Section 3.6, Planned Gaps. Participants who do not have a Planned Gap or
whose last class enrollment ended 90 days ago must be program exited on their 90t day of
no services.

Section 5.1 - Impact of System Exits

System Exits can have a negative impact on the local program’s performance. System Exits
most often occur before Post-Test and/or Follow Up data are entered into MAERS. This is
because the majority of Post-Tests and Program Exits occur at or near the end of the
program year whereas System Exits will occur throughout the year.

Following are two examples of how System Exits negatively impact local programs:

1. No Educational Gain—A Post-Test is needed to determine if the Participant made an
Educational Gain (Ed Gain). Ed Gains comprise 11 of the State’s 15 performance
measures.

2. Follow Up before applicable—The Follow Up process begins at program exit. If a
Participant is system exited before they have completed their instruction, then they
are included in follow up cohorts prematurely. This will cause negative
performance outcomes for most System Exited Participants who are in either the
Obtain a GED or HSD Cohorts. This is because they will not have completed the
needed instruction to obtain their GED or complete their High School Diploma
program.

Section 5.2 - Why do System Exits Occur

System Exits typically occur for two reasons.
1. Participant data is not entered into MAERS timely
2. Participant services are not planned effectively which leads to unplanned gaps in
services of 90 or more days
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The Office of Adult Education has an Attendance Policy. This policy requires that all
Participant Attendance data be entered by the end of the month following the month the
Participant service occurred. For example, if a Participant has attendance in July, then these
Attendance hours must be entered by the end of August.

Note: It is important that Participant services are planned completely for each program year.
An unplanned gap in services can occur when Participant services are either not planned or
not planned timely. Following are some examples of when an unplanned gap in services can
occur for a Participant:
= A Participant registers but is not enrolled in a Class within 90 days of the Registration
date
= A Participant Exits their first Class Enrollment and has no subsequent Class
Enrollment within 90 days of the Class Exit Date
= There is no attendance entered for all class enrollments for three consecutive months
= There is no Planned Gap in services on file after Registration or between Class
Enrollments

Section 5.3 - How are System Exits Processed

Every night, MAERS will automatically run an internal program called a System Exit process.
This System Exit process will look for Participants:
1. Whose last class enrollment was 90 days ago; or,
2. Who have no attendance entered for all class enrollments for three consecutive
months; or,
3. Whose Planned Gap ended the day before and there is no new Class Enrollment on
the day the system process is run.

Any Participant that meets any one of the three above conditions will be System Exited. The
system exit process will:
= (lass Exit the Participant - The Participant will be exited from any active Class
enrollments. The Class Exit Date will be the date of the system exit process.
= Program Exit the Participant - The Participant will be Program Exited and the Exit
Date will be the date of the system exit process. The Exit Status will be “Separated
before Completion - System Exit.” (Image 5.3a)
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Data Entry Registration for: BOO, BETTY B

Update Program Exit

Registration ID Participant Name = Local Stud. No Status Record Provider
11922741 BETTY BOO PT-R00010 Exited on 06/30/2011 | PRINCESS T — ADULT EDUCATION PROGRAM (Code: P000S)
| Outcomes

| Achievements Status at Exit

ABE EFL at Entry: None

ABE EFL at Completion: None

ESL EFL at Entry: None

ESL EFL at Completion: None
Exit Status: Participant Separated Before Completion - System Exit

Exit Status Date: [06/20/2011 Bl

Image 5.3a

After the system exit has been processed, the Exit Status and Exit Status Date will appear
as shown in Image 5.3a.

A system exit can be undone by removing or changing the Exit Status and Exit Status Date.
Once these data items are changed and the Update button is clicked, an informational
message will be displayed. This informational message will identify other changes to the
Participant record that must be made to complete the system exit undo process as shown in
Images 5.3b and 5.3c below.

+ You are removing the Program Exit Status Date and Exit Status that was entered through a System Exit process. - The
system exit was Henerated because the Participant had:

1. No Class Enrollment(s) for a 90 day period

- Once you remove the Exit Status Date and Exit Status and Update the record, you must enter the needed participant data by
11:30pm today to avoid the nightly System Exit process.

o [fthe information you entered is caorrect, please ‘Confirm’ to submit the record

Image 5.3b

+ You are removing the Program Exit Status Date and Exit Status that was entered through a System Exit process. - The
system exit was generated because the Participant had:

1. Attendance hours are missing or recorded as zeros for the Brecedin 3 months

- Once you remove the Exit Status Date and Exit Status and Update the record, you must enter the needed participant data by
11:30pm today to avoid the nightly System Exit process.

« [fthe information you entered is correct, please 'Confirm’ to submit the record

Image 5.3c

Note:
e System exits are required by USDOE as identified in Section 5.0 above. However, data
entry mistakes will be made and the system needs to permit corrections. When the
Exit Status and Exit Status Date of a system exit is changed or removed, the system
will track information about the system exit being changed. This includes the User Id
and Date of the change.
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Section 5.4 - How to Identify Upcoming System Exits

The Upcoming System Exits report will list the Participants to be system exited. Each of
the conditions listed in Section 5.3 above will be checked every time the System Exit process
is run. The reason(s) why the Participant will be System Exited is listed on the report. Ata
minimum, this report should be viewed at least once a month. The listed Participants
should have their MAERS record updated to avoid the system exit.

special Functions

MAERS Admin Menu

Missing Attendance Report

Upcoming System Exit Report

MRS Table #7 Data Collection
staff Admin

Help/Info

Ticklers

Image 5.4a

This report is accessed from the Special Functions tab. Refer to Chapter 7, Special
Functions; Section 7.2, Section 7.2 for report details.
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Section 6 - Reports

In this chapter you will learn the following:

Section 6.0 — Where to find Reports

Section 6.1 - Scheduling and Retrieving Reports for 2011 and after
Section 6.2 - Scheduling and Retrieving Reports from 1999 - 2010
Section 6.3 - MAERS Report Guideline

Section 6.0 - Where to find Reports

Report functions are found within the Reports tab.

| Participants | Provider Admin | Reports | Special Functions |

Schedule New

Check Status

Retrieve New

Retrieve Old

Image 6.0a

Select the Schedule New link to request a report. (Image 6.0a)

1 MAERS Report Listing
\l MAERS (2) REPORTS (STARTING PY 2011)

show [T entres search: [

# - Name < Description
1 AEEDGAIN MAERS2: Educ. Gains and Aftendance by Funding Source and Program Type
2. AEEDGAINT MAERS2: Educ. Gain Performance by Funding Source and Beginning EFL
3 AEFOLSEL MAERS2: Follow Up Selection Report
4 AEMOR MAERS2 Missing Dats Report
5. AENRS-TABLET MAERS2: MRS: Professicnal Staff Counts
6. AEPOSTTEST Participant Post Test Listing Report
7. AESER MAERS2: Participant Active Enroliment Report
8. SIMPLEPART Simple Participant Listing Repert
Showing 1 to 8 of § entries

2
TT— MAERS (1) REPORTS (FROM PY 1999 TO PY 2010)

Show IR entries search [

# = Name T Description
1 AECMPLCHAR MAERS: C: cl istics i Wha Have Exited)
2 AEFOLSEL MAERS: Follow Up Seledtion Report
3. AEMDR MAERS Missing Data Report
4. AEMDR-STAF MAERS Missing Data Report-Staff
5. AENRS-TABLET MAERS NRS: Professional Staff Counts
8. AEPROGCHAR MAERS: Program Characteristics
7. AESER MAERS Participant Enrollment Report
8. AESER_STAFF MAERS Participant Enrollment Report
9. AESFTEXT MAERS Upcoming Soft Exit Report
10 AESTUDCHAR MAERS: Farticipant Characteristics Enroliment

|

Showing 1 to 10 of 10 entries

Image 6.0b

1. Use the MAERS (2) Reports table for Program Year 2011-12 and after.
2. Use the MAERS (1) Reports table for Program Years 1999 to 2010.



Select the Report Name link from the Name column within the MAERS (1) or
MAERS (2) table to schedule a new report for the needed program year. (Image
6.0b)
Note: There are two online reports that can be accessed on the initial page after
logging into MAERS by clicking on the report link or through the Special Functions
tab.

e Missing Attendance by Class Report

e Upcoming System Exit Report
See Chapter 7, Special Functions; Section 7.1, Missing Attendance Report and Section
7.2, Upcoming System EXxit Report.

Section 6.1 - Scheduling and Retrieving Reports for 2011 and after

After selecting the Report Name link, parameters for the report must be selected.

Partizipart fetive Enroliment Report (AESER] EXplanations  Sh—

|. Report Selection Criteria +—— 2
=’Report Program Year:| 2012-2013 &
Fiscal Agent: ALL WY FISCAL AGENTS
Provider: AURA LEARMING
3 ———* Class Location: ALL

4 — Update

= Begin Date: 07/01/2012 ]
= End Date:[10/22/2012 |

Please select one or more Funding Sources
(selecting none is the same as selecting all)

—5

P [0 | Federal-EL Civics
|:| Federal - General Instruction
Federal - Institutional
Funding Source(s): Other
State - DHS
State - MDOC

State School Aid - Section 107

Tuttion and Fees

ogojoooo|o

WL, - Title 1

Select ALL Instructional Areas as applicable.

7
Adult Basic Education O
\ English as a Second Language |:|
High School Diploma O
Instructional Areais): | gen O
{No selection means ALL)
Work Based Project Learner |:|
8 Family Literacy Program D
‘Workplace Literacy Program |:|
Program for the Homeless O
= Special Population: |ALL v
Il. Report 8chedule Criteria+——— 9
O Online - This report will be run as soon as possible.

- The date range for online reports can not be more than 7 days.
@ Custom - This report will be run after office hours.
- No limitation on the number of days for custom reports.

Modify the report description to easily \denl\“‘w/ 1
Training Report]

M=—————"  Submit Reset Form

Image 6.1a
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1. Report Explanations: This is a link which provides explanations of the report
columns and population. This is not yet available for every report but will be soon.
(Image 6.1a)

2. Report Selection Criteria: Select the Program Year, Fiscal Agent, and Provider
from the dropdown list. Based on the access level of the MAERS User account, the
Fiscal Agent and/or Provider may be prefilled without a dropdown selection.

3. Class Location: This filter is new beginning 2012-2013. The Class Location
dropdown will narrow the report data by location. The default is set to ALL which
will list data for all of the Provider’s locations.

4. Select Update to load the appropriate Funding Source selections below. Update
must be clicked after each dropdown list selection is made or changed within the
Report Selection Criteria box.

5. Select the date ranges. The Begin Date defaults to the first day of the program year
and the End Date defaults to the current date.

6. Select the Funding Sources. If no Funding Source is selected, the report will default
to all of the provider’s funding sources.

7. Select the Instructional Areas. If no Instructional Area is selected, the report will
default to all of the Instructional Areas offered by the provider.

8. Some reports may have other selection criteria. Select the options for the report
being run.

9. Report Schedule Criteria: Select how the report should be scheduled to run.

e Online: The report can be scheduled to run online IF the date range for
the report is seven days or less. The report should be available as soon
as possible, usually within 30 minutes.

e Custom: This is the default. The report must be scheduled to run as
custom IF the date range is more than seven days. The report will run
after regular business hours and will be available the next day.

10. Modify the report description to easily identify your report.

11. Select Submit to run the report.

You have scheduled the following Report
Report# Description Schedule Begin Date End Date
MAERS2 AESER Training Report Prgc”e“s”:m g 07/01/2012 10/22/2012
Image 6.1b

Once the report is submitted, a Report Confirmation will appear. (Image 6.1b)

Participants Provider Admin Reports Special Functions
Schedule New
Check Status

Retrieve New

Retrieve Old

Image 6.1c

Select the Check Status link to see the current status of the report. (Image 6.1c)
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Status of Previously Scheduled Reports

Show entries search [
# « MName ¢  Description ¢ Type < Latest Status ¢ Cancel? o
1 AESER Training Report Custom Batch Frocessing Report is New and is waiting to be run dl

Showing 1to 1 of 1 entries

3= Submit = ResetForm

Image 6.1d

1. Latest Status - Information is displayed regarding the status of the report. (Image
6.1e)

2. Cancel - Check the Cancel box if you would like to cancel the report and then

3. Select Submit (Image 6.1d)

Note: To improve the speed of the system, please cancel any incorrectly scheduled or

unneeded report.

4. Once the Check Status link provides a message of No data available in table,
go directly to the Retrieve New link. (Image 6.1¢e)

Status of Previously Scheduled Reports

= There are no reports previously scheduled by user:

Show QUS| entries

Showing 0 to 0 of 0 entries

Image 6.1e

Select the Retrieve New link to view the report. (Image 6.1f)

|. Participants I Provider Admin | Reports | Special Functions |
Schedule New

Check Status

—_ |Retrieve New
Retrieve Old

Image 6.1f

List of Not Yet Downloaded Report Results

Show entries Search: _

L Date Criteria Criteria

# <\ Report ¢ Email % Description < Type s Finished ¢ Begin End ¢ Status ¢

Report Date Date
Email this L. Cnline 10/22/2012 Report
1 AESER T Training Report E fr 02-32:08 EM 07/01/2012 10/22/2012 Gl

Showing 1te 1 of 1 entries

Image 6.1g
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1. Selectthe Report Name link to view the report
2. Selectthe Email Report link if you want to email this report, and follow the
instructions provided (Image 6.1g)

e Reports are first obtained from the Retrieve New link

e After the reports have been obtained once from the Retrieve New link, they are then
moved to the Retrieve 0ld link

e Reports are kept for 7 days in the system

Once the Report Name link is selected, the report will display. (Image 6.1h)

El Print - d Email m Close —1

MAERS2 Participant Active Enrollment Report
AESER

Date Produced: 10/22/2012 02:33:05 PM
Report Program Year: 2012
Fiscal Agent: Aura 5D

Provider: AURA LEARNING -—2
Class Location: ALL
Active During Dates: 07/01/2012 to 10/22/2012 3
Funding Source(s): ALL
Instructional Area(s): ALL
Population: ALL
Row# Hame LSN Birth Date Instr. Areas Total Hours Funding Sources Reg. Date Exit Date Entered By
1. | FULLER, FREDERICK | ALC-RU0032 | 09/19/1981 GED ABg;pg | foderal- General mSICon | 0005 | ggipsizat2 ADMINP
- State School Aid - Section 107
esessments Test PY Test Area Begin EFL End EFL Gain or (Loss) Hrs Between Tests
2012 ABEIASE 4 - 0
Cohorts: Report PY Cohort Attained? Aftained Date  No Contact? Refused?
20z Retain Emp.
. o _EL Civi
2 JVES JULEJ | BLC-RODMO | 09/18/1981 ESL :‘?E ;g gg ctate :‘:‘:’[“’I'AIELZ';'EC‘;" oy | O7OI2012 | 05012013 ADMIP
TestPY TestArea Begin EFL End EFL Gain or (Loss) | Hrs Between Tests
Assessments: 2012 ESL 5 6 1 45
2012 ABEIASE 4 —_—
Report PY Cohort Attained? Attained Date  No Contact? Refused?
Cohorts: 2Mz Obtain Empl.
201z Obtain GED
2012 Obtain HSD
3. MEEK, MISTY MK001 01/01/1980 ABE ?;E Eg Federal - General Instruction 070172012 ADMINP
Test PY Test Area Begin EFL End EFL Gain or (Loss) Hrs Between Tests
Assessments: 2012 ESL 2 -
2mz ABEIASE 2 e

Hrs Between Tests = The number of Attendance Hours between Pre-Test and Post-Test. If no Post-Test, number of Attendance Hours between Pre-Test and Report run date.

4 - Participant Active Enroliment Report (AESER] Explanations

Image 6.1h

1. Options (icons) to Print, Email, or Close the report

Specific report parameters used to generate the report

3. Reportinformation displays in table format that can be exported to Excel. Copy the
report (or sections of the report) and paste into Excel.

4. Report Explanations: This is a link which provides explanations of the report
columns and population. This is not yet available for every report.

N

Select the Retrieve Old link if you have already viewed a report. Remember, reports are
only saved in the system for seven days after the report run date. (Image 6.1i)
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Participants Provider Admin Reports Special Functions

Schedule New

Check Status

Retrieve New

—WRetrieve oid

Image 6.1i

Section 6.2 - Scheduling and Retrieving Reports from 1999 to 2010

Scheduling a report from 2010 and prior has not changed from MAERS 1.0. (Image 6.2a)
1. Select all parameters needed for the report by going through each dropdown list and

MAERS Participant Registration Report

Please complete the attached form to submit your report.
Note various fields have special significance based upon the following symbols:
=== Required.

I. Report Selection Criteria +——— 1
=BeginDate:| 7 ~_1 2010 +
=EndDate: 6 ¥ 30 ¥ 2011 +
=*Program of Enrollment: | ALL w
= Special Population: | ALL v
= Funding Source: | ALL i Explain
= Provider: | ALL L4
= Program Year: | ALL -
Il. Report Schedule Criteria + 2

O Online - This report will be run as soon as possible.

- The date range for online report can not be more than 7 days.
& Custom - This report will be run after office hours.

- No limitation on number of days for custom the report.

—— )

Modify the report description to easily identify your [V
Training Report

Image 6.2a

selecting all needed criteria

2. Report Schedule Criteria: Select how the report should be scheduled to run.

Online: The report can be scheduled to run online IF the date range for

the report is seven days or less. It should be available as soon as

possible, usually within 30 minutes.

Custom: The report must be scheduled to run custom IF the date range

is more than seven days. The report will run after regular business

hours and will be available the next day.

3. Modify the report description to easily identify your report:
4. Select Submit to run the report.
Retrieving 1999 to 2010 reports works in the same manner as retrieving reports from the
2011 and After section. Please see Section 6.1; Scheduling and Retrieving Reports for 2011
and after on how to retrieve a report.
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Section 6.3 - MAERS Report Guidelines

Report Name Report Description and Population Requirements Report Scheduling
Recommendation
SIMPLEPART Lists all registered participants during the program year, both new and continuing o After

(Simple Participant Listing)

registrations. To be included in this report the following is required:
e  Active registration in the program year

Registrations are
entered

Note: Filter options on this report can include or exclude exited participants e As needed
AESER A listing of participants including attendance, assessment, and cohort information. To be e Asneeded
(Participant Active included in this report the following is required:
Enrollment) e Enrollment in one or more classes at any time during the selected program year
AEPOSTTEST Lists participants who have the required number of attendance hours to be eligible to e Monthly
(Post Test Listing) post-test. To be included in this report the following is required:
e Pre-Test
AEFOLSEL Lists participants who are included in the follow up process. To be included on this report e Quarterly
(Follow Up Selection) the following is required:
e 12 or more attendance hours
e Program Exit
e Contact begin date is within the program year
Note: Filter options on this report can include all follow up, completed follow up, or follow
up in progress
AEMDR Lists missing data for enrolled participants. To be included in this report the following is e Quarterly
(Missing Data) required:
e Enrollment in one or more classes at some time during the program year
Note: At this time, missing pre-tests are not included. To determine who may be missing a
pre-test or class enrollment run both the SIMPLEPART and the AESER. If a name is on the
SIMPLEPART and not on the AESER, that participant is most likely missing a pre-test and/or
a class enrollment.
AENRS-TABLE7 This Table appears automatically on September 14t of every year. Please enter your e Asneeded

(Staff Counts)

staffing counts and submit the table. Please update this table when you acquire new staff
during the program year.

Note: Update with additions to staff only. Do not reduce the number when staff leaves your
program.
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Chapter 7 - Special Functions

In this chapter you will learn the following:

Section 7.0 - Where to find Special Functions

Section 7.1 - Missing Attendance Report

Section 7.2 - Upcoming System Exit Report

Section 7.3 - NRS Table #7 Data Collection

Section 7.4 - Staff Admin: MAERS Password Changes
Section 7.5 - Other Help Information and Tools
Section 7.6 - Ticklers

Section 7.0 - Where to find Special Functions

Special functions are found within the Special Functions Tab. (Image 7.0a)

Participants Provider Admin Reports Special Functions

Missing Attendance Report
Upcoming System Exit Report
NRS Table #7 Data Collection
Staff Admin

Help/Info

Ticklers

Image 7.0a

Section 7.1 - Missing Attendance by Class Report

The Missing Attendance online report will display missing attendance by classes. (Image
7.1a)
Missing Attendance by Class Report
= Below is a table that lists Classes and their Attendance Months. Attendance data is missing for one or more Participants for
each of the Attendance Months listed for every Class in the table. Follow the links for each month to enter the missing
Attendance data.
# Class ID Class Name Class No Month Click link to
1. | 1093450293 | ABE - SYSTEM EXIT TESTING | ABE-100-5E | Jun 2013 [ complete class
# | ClassID Class Name Class No Month attendance for
2. | 1083450301 | ABE - SYSTEM EXIT TESTING | ABE-100-SE | May 2013 that month
Jun 2013
Image 7.1a

Simply click on the month within the Month column to navigate to the Enter/Update Class

Attendance by Group screen. To enter missing attendance, see Chapter 3, Participant

Functions; Section 3.4, Monthly Attendance By Group and By Participant.
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Section 7.2 - Upcoming System Exit Report

The Upcoming System Exit Report displays a list of Participants who will be system
exited. The reason for the possible system exit is displayed on the report. This report has
the following filters:
e Tomorrow - Lists Participants that will be system exited tomorrow
e Within the next 7 Days - Lists Participants that will be system exited on a date
within the next 7 days from the current date
e Within the next 14 Days - Lists Participants that will be system exited on a date that
is within the next 14 days from the current date
e Within the next 30 Days - Lists Participants that will be system exited on a date that
is within the next 30 days from the current date
This online report will list the Participants that will be system exited during the time period
of the report filter selected. (Image 7.2a)

Participants Provider Admin Reports Special Functions

Upcoming System Exit Search Criteria

Select 'Records that will exit’ and/or a Provider Name and click on "Search’

=*Records that will exit:

= Provider Name/Code: | | 9MOIToW
within the next 7 Days
i"’* within the next 14 Days
1 within the next 30 Days

Search — 2

Image 7.2a

1. Select one of the report filters from the dropdown list
2. Click the Search button

Show entries Search: System Exits occur for one of three reasons:

Participant Name LSN Registration Date . .
P g 1. Mo active Class Enrollments for 90 Days without a
ANJUS, AARON =1  aL200 07/01/2011 Planned Gap
BILLOWS, BARRY AL-200 070112011 2 ———3] 2. NoAttendance for three consecutive months in all
= = classes
CRAVEN, CASSIE AL-E00 07012011 3. APlanned Gap is ending without & subsequent Class
IMUNSON, MARK ALC-RODD12 02/01/2013 Enrollment

Showing 1to 4 of 4 entri -
ouing o % ot entries Please navigate to the Participant Class Enrollment screen and

the Sindgle articipant Attendance screen and update the recard
Copy to clipboard Exportto Excel Exportto PDF  Print as needed to avoid a System Exit.

Image 7.2b

1. The Participant’s name will appear with a hyperlink. Clicking on the name link will
navigate to the Participant’s Registration screen. (Image 7.2b)

2. Areminder of the reasons a System Exit can occurs will display to the right of the
report. Included are instructions of which screens to update to avoid the potential
System Exit.
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To avoid the system exit, update the record as needed. See Chapter 5, 90 Day System Exits
for additional instruction.

Section 7.3 - NRS Table #7 Data Collection

The Update NRS Table #7 Staffing Counts screen automatically displays beginning
September 14t upon logging into MAERS. This table needs to be completed yearly. (Image
7.3a)

Adult Education Personnel
Function
Total Number of Total Number of

Full-Time Personnel Part-Time Per: | Unpaid Volunteers

(Paid employment for 32 or (Paid employment for less (Unpaid employment for

more hours using a weekly than 32 hours using a any amount of hours using

pay period) weekly pay period) a weekly pay period)
Administrators/ Supervisors ) 1 0
( Persons working for the State
Administrative Office for Adult
Education }
Teachers 0 1 0
(Perzons whose primary function
iz teaching at a local adult
education program and have
received formalized training for
teaching)
Counselors 0 1 i)
(Persons whose primary function
iz counseling participants at a local
adult education program and have
received formalized training in
counzseling}
Paraprofessionals 0 1 i)
(Perzons whose primary function
iz to assist an Administrator,
Teacher or Counselor. This
includes administrative assistants,
data entry staff, secretaries,
teacher aidz and tutors)
Update Reset Form Cancel

Image 7.2a

Fill in the staff counts and click Update.
Note: Every data window requires a numeric entry. If there is no staff for a given category,
enter a zero.

If staffing updates need to be made after September 14th, select the NRS Table #7 Data
Collection link within the Special Functions tab.
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NRS Table #7 Staffing Counts Criteria

= Program Year: |2011-2012 |+

=*Fiscal Agent: AMNY FISCAL AGENT

= Provider: TEST PUBLIC SCHOOL SO (Code: 0000000000}

Search Reset Form Cancel

Image 7.3b

The Fiscal Agent and Provider fields will be display only. Select the appropriate Program
Year from the dropdown list and click Search. (Image 7.3b) Fill in the staff counts and click
Update.

Section 7.4 - MAERS Password Changes

Select the Staff Admin link within the Special Functions tab then select the Change
Password link. (Image 7.4a)

Participants Provider Admin Reports Special Functions
Missing Attendance Report

j MRS Table #7 Data Collection

Staff Admin

Change Password

Image 7.4a

Type in a new password and click Update. As noted on the screen, once a new password is
saved, the MAERS login screen will redisplay. (Image 7.4b)

Change Your Own Password

Please specify a new password and then click on the ‘Update’ button.
= New Password:

Update

HOTE: After selecting your new password, you will have to login again with your username and New Password.

Image 7.4b

Note: Users can only change their own passwords.

Section 7.5 - Other Help Information and Tools

Select the Help/Info link within the Special Functions tab. (Image 7.5a)
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Special Functions
Missing Attendance Report
Upcoming System Exit Report
MRS Table #7 Data Collection

‘ Staff Admin

cippnio [t

Ticklers System Update Notices

Current System Status

Adult Education Wehbsite

MAERS 2.1 User Manual

Image 7.5a

Help Desk Email - If you have questions regarding the MAERS system, clicking this link
can open an email and prefill the address with MAERS@michworks.org if your system is
compatible.

System Update Notices - This link is used for Michigan Works! Agencies using OSMIS.
At this time this link does not display any MAERS notices.

Current System Status - If you are experiencing problems with the MAERS system, use
this link to check the current status. The status page is updated daily or as system changes
occur.

Adult Education Website - This link will take you directly to the Adult Education
Website at www.michigan.gov/adult education. Use this link to refer to various policies, i.e.
Goal Setting, Assessment, Attendance Policy, etc... Also, there is a section on MAERS which
provides links to the manual, webinars, and needed forms.

MAERS 2.1 User Manual - This link will direct you to the current version of the MAERS
User’s Manual.

Section 7.6 - Ticklers

The Tickler system is a tool to track Participant reminders for important information and
activities.

Select the Ticklers link within the Special Functions tab then select the Enter New Tickler
link. (Image 7.6a)
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Participants Provider Admin Reports Special Functions
Missing Attendance Report
MRS Table #7 Data Collection
Staff Admin

Help/Info

Enter Mew Tickler

Retrieve
Image 7.6a
Tickler
HAME: JULIE JIVES Current Staff: PROVIDER ADMIM - AE_ADM
Customer ID: JVJU0919 Current Staff Location: Aura SD
Retrieve Tickler Date |7 v |27 v||2012 v|+——1
Subject Follow Up [— 2
Message 4 ’ |Ca|l for Follow Up Survey
4 ¥ i Submit J [ Cancel ]
Image 7.6b

1. Enter the date in which you want to trigger the reminder. (Image 7.6b)

2. Enter a brief subject. This is limited to 30 characters.

3. Typein a detailed message of what the tickler is about. This is limited to 300
characters.

4. Click Submit to save the tickler record.

Select the Ticklers link within the Special Functions tab then select the Retrieve link.
(Image 7.6a)

Retrieve Tickler

STAFF: PROVIDER ADMIN Service Class: AE - Provider Administrator
Provider: AURA LEARNING

1

Sort by: [RetvaiDats 9] Sort order Dsscending ¥ [*Sort |

Row# | Participant | UserlD Subject Message Retrieval Date Delete?
1 JVESJULE | JnJUDSHG Follow Up Call far Follaw Up Survey 07/27/2012
2. BOO BETTY BOOBEODTON Pra Test Enterin Pre Test scores 07/27/2012 No  »
3 —— | Submit P pp— » NO
Yes
Image 7.6c¢
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Check for Ticklers daily. (Image 7.6c)

1. Sort the list of Ticklers by the Retrieval Date, Participant, UserID, or Subject in

Ascending or Descending order.
2. When the Tickler is completed or no longer needed, delete the Tickler by selecting

Yes in the Delete column.
3. Click Submit to delete any Tickler records.
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